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Notice

This draft Filer Manual, posted before Commission approval of potential regulatory changes in
this release, is provided as a service to our filing community to assist filers, agents, and software
developers in their preparation of responses to potential changes the staff anticipates. Since this is
a draft manual, the SEC retains the right to change any part of the manual before the new system
release is made final. In addition, the final EDGAR Filer Manual (Volume I) (Version 18) is
subject to Commission approval and may be revised before approval or not approved at all.
Similarly, the posting of the draft manual does not indicate Commission approval of any pending
proposed changes relating to the potential changes reflected in the draft manual. The changes
outlined in this draft manual, if approved, are scheduled to take effect on October 20, 2014. The
final version of the manual will be made available, if approved by the Commission, on or about
October 20, 2014, on the SEC's Public Website.

Use this EDGAR® Filer Manual when making electronic filings with the United States Securities
and Exchange Commission (SEC or “Commission”). See Rule 301 of Regulation S-T.

The EDGAR Filer Manual consists of three volumes. EDGAR Filer Manual (Volume I) General
Information introduces the requirements for becoming an EDGAR Filer and maintaining EDGAR
company information. EDGAR Filer Manual (Volume II) EDGAR Filing illustrates the process to
submit an online filing. EDGAR Filer Manual (Volume III) N-SAR Supplement is a guide for
preparing electronic submissions of Form N-SAR.

For up-to-date information regarding filing-related topics, consult the following EDGAR
websites:

e Information for EDGAR Filers (http://www.sec.gov/info/edgar.shtml)
e EDGAR Gateway to submit filings (http://www.portal.edgarfiling.sec.gov)
e EDGAR Company Database (http://www.edgarcompany.sec.gov)

EDGAR® and EDGARLink® are registered trademarks of the Securities and Exchange
Commission. EDGARLIite™ is a trademark of the Securities and Exchange Commission. All
other product brand names mentioned in this Filer Manual are trademarks or registered
trademarks of their respective holders.

To protect the privacy of our filing community, filers are asked not to include social security
numbers in filings submitted to the Commission.
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Updates

On October 20, 2014, EDGAR Release 14.2 will introduce the following changes:

e EDGAR will be updated to add new submission form types SF-1, SF-1/A. SF-3, SF-3/A,

SF-3MEF, 424H, 424H/A, ABS-EE. and ABS-EE/A to the EDGAR Filing Website.
These submission form types can be accessed by selecting the ‘EDGARLink Online Form
Submission’ link on the EDGAR Filing Website. Additionally, filers may construct XML

submissions for these submission form types by following the “EDGARLink Online XML
Technical Specification” document.

e New exhibits EX-102 (Asset Data File) and EX-103 (Asset Related Document) will be
available on EDGARLink Online for submission form types ABS-EE and ABS-EE/A.
Filers must construct an XML Asset-Backed Security (ABS) Asset Data File by following
the new “EDGAR ABS XML Technical Specification” document. Each element listed in
the Element/Attribute Name column in section 3.4 (Mapping of ABS Schemas to Asset
Data Types) of the “EDGAR ABS XML Technical Specification” document corresponds
to an Item number of Schedule AL - Asset-Level Information (17 CFR 229.1125).
Schedule AL contains the complete title and description of each of the disclosure
requirements and filers should refer to Schedule AL for a full description of the
information that must be provided in any ABS Asset Data File.

e Form 8-K Item 6.06 (Static Pool) will be available on EDGARLink Online for submission
form types 8-K, 8-K/A, 8-K12B. 8-K12B/A, 8-K12G3. 8-K12G3/A, 8-K15DS5. and

8-K15D5/A.

e Exhibit EX-106 (Static Pool) will be available on EDGARLIink Online and can be
included with the following submission form types: S-1. S-1/A, S-1MEF, S-3. S-3/A.,

S-3ASR, S-3D, S-3DPOS, S-3MEF, SF-1, SF-1/A, SF-3. SF-3/A, and SF-3MEF.

In addition, Exhibit EX-106 can also be included with the following submission form
types if Item 6.06 is selected: 8-K, 8-K/A, 8-K12B, 8-K12B/A, 8-K12G3, 8-K12G3/A.,
8-K15D5. and 8-K15D5/A.

e The Login and Frequently Asked Questions (FAQ) screens for all EDGAR websites, the
EDGAR Portal, and the EDGAR Company Database will be updated to specify Internet

Explorer 8.0 as the recommended browser and Firefox 24.x as an additionally compatible
browser.

e EDGAR Filer Manual Volume I (General Information) and EDGAR Filer Manual

Volume II (EDGAR Filing) will be updated to remove all references to leased line filings,
as EDGAR no longer supports the leased line filing method.
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Preface

Welcome to the Electronic Data Gathering, Analysis, and Retrieval (EDGAR) system of the U.S.
Securities and Exchange Commission (SEC). EDGAR provides an electronic filing process for
filers and filing agents submitting documents under the Securities Act of 1933, the Securities
Exchange Act of 1934, the Trust Indenture Act of 1939, and the Investment Company Act of
1940 (collectively, “Acts”).

When you have determined that you have a requirement to file electronically on EDGAR, you
must follow a specified process. The first step of this process, applying to be an electronic filer, is
covered in this manual. The EDGAR system has built in a number of safeguards that require you
to complete a formal application process before you can access most of the EDGAR Filer
websites. After you complete that process, you will be able to generate new or replacement access
codes that allow you to start filing on the system. These codes also provide access to other sites
that allow you to create certain types of filings, or to update your company information. The two
EDGAR Filer Manuals are designed to help you follow this process. The first volume of this
manual covers the application process and outlines how to keep your company data, which is
stored in EDGAR, up-to-date. The second volume helps you understand the tools provided by the
SEC for constructing and transmitting electronic submissions.

The SEC accepts electronic submissions through the Internet. EDGAR will disseminate that
information and you may view electronically submitted filings in the SEC’s Public Reference
Room in Washington, DC, through commercial dissemination services, or by using the SEC’s
website on the World Wide Web (http.//www.sec.gov).

Do you need to file through EDGAR?

Whether or not you need to submit filings on EDGAR will depend on the form type(s) you are
required to submit. For those requirements, refer to Regulation S-T, Rule 101 [Mandated
Electronic Submissions and Exceptions].

Rules Governing Forms and Filing Information

EDGAR provides you with an electronic means to submit information to us. It does not change
the content of what you submit. Regulation S-T mandates electronic submissions of filings by
all domestic and foreign registrants. Regulation S-T also provides the general requirements and
procedures for electronic filing. You may find copies of Regulation S-T in the Federal Register
and the Code of Federal Regulations (17 CFR Part 232) in our Public Reference Rooms. You will
also find Regulation S-T under the Division of Corporation Finance area on the SEC’s website
(http://www.sec.gov) under Forms and Associated Regulations, EDGAR.

Please see the EDGAR Filer Manual Volume II for a detailed listing of laws and releases that
affect electronic filing. You may obtain copies of this material from our SEC website
(http://www.sec.gov).

JuneOctober 2014 il EDGAR Filer Manual (Volume I)
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1. INTRODUCTION TO VOLUME I
1.1 Organization of this Manual

This volume is divided into chapters and appendices. The paragraphs and subparagraphs are
numbered for easy reference (e.g., 1.2, 3.6.1).

The chapters of this volume primarily refer to the process of registering as an electronic filer on
EDGAR and maintaining your company information.

The following outline shows you where to find information in this volume. An index is also
provided at the end of this document.

CHAPTER 1 — Introduction
CHAPTER 2 — General Information for Filers
CHAPTER 3 — Becoming an EDGAR Filer
CHAPTER 4 — Generating EDGAR Access Codes
CHAPTER 5 — Maintenance of Company Data
CHAPTER 6 — Introduction to Filing on EDGAR
APPENDICES:
A Glossary of Commonly Used Terms, Acronyms, and Abbreviations
This glossary contains terms, acronyms, and abbreviations used in the Filer Manual.
B Frequently Asked Questions
Answers to some of the questions asked most frequently by EDGAR filers.
C Automated Name Conformance Rules for Company and Individual Entity Names

Appendix C explains the conformance rules that will be automatically applied to company
and Individual Entity Names entered in the EDGAR system.

1.2 Conventions Used in this Manual
As you read this volume you should notice attributes assigned to certain types of text:

e Instructions to press a key on a keyboard or click a button or tab on the screen appear in
square brackets and in title case:

Press [Enter]
Click [Module/Segment]

e Titles of check, dialog, and list boxes, fields, functions, options, processes, queries,
reports, pages, tables, and windows appear in title case:

Submission Type list box
Name field

Company Information query
Return Copy check box

e Menus, menu options, radio buttons, and statuses appear in title case and have double
quotation marks around them:

JuneOctober 2014 1-1 EDGAR Filer Manual (Volume I)
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“Test Filing” radio button
From the “Edit” menu, select “Copy”
“Busy” status

e Directories and file names appear in bold text:

The C:\temp directory
r10q-630.txt (the file saved in ASCII)

e Keystroke combinations appear between less-than and greater-than brackets and in upper
case:

<ALT-TAB>
<CTRL-C>

e Internet Hyperlinks appear underlined and italicized:

https://www.filermanagement.edgarfiling.sec.gov
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2. GENERAL INFORMATION FOR FILERS
2.1 How to Obtain the EDGAR Filer Manual

You can download the latest version of the Filer Manual from our website (kttp./www.sec.gov)
under “Information for EDGAR Filers.” The Filer Manual is also available in HTML format on
the EDGAR Filing Website (Attps.//www.edgarfiling.sec.gov).

You can also purchase the latest version of the EDGAR Filer Manual from Thomson Financial,
formerly Disclosure, Inc., at the following address:

ATTN: Thomson Financial

Public Reference Room

US Securities and Exchange Commission
100 F Street, NE

Room 1580

Washington, DC 20549

Or, call Thomson Financial at one of the following numbers:

(800) 638-8241
(301) 951-1350

2.2 Hours of Operation

EDGAR accepts new filer applications, new filings, and changes to filer data each business day,
Monday through Friday, from 6:00 a.m. to 10:00 p.m., Eastern Time. Transmissions started but
not completed by 10:00 p.m. Eastern Time may be canceled, and you may have to re-submit on
the next business day.

2.3 Introduction to Web Browsers

The EDGAR system uses web-based technology to make submitting filings easier and faster.
Web browsers read code called Hypertext Mark-up Language (HTML). Many people have
become familiar with HTML since they have used the Internet. We use a browser as an integral
part of EDGAR, providing our interface to the EDGAR Filing Website.

2.3.1 Browser Differences

Fhese-Internet Explorer (IE) version 8.0 and Firefox version 24.x browsers comply with Secure

Socket Layer (SSL) communications that you will use to reach the EDGAR websites. Filing-
Webstte. Which browser you use is a personal preference. This section covers some functions that
are innate to browsers and how your browser should be set up. You should be aware that there
might be subtle differences if you are using IE or Firefox.
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Firefox Menu Bar

Ff* Home - m=Print -~ Page ~ Safety ~ Tools - IE’I Help -
Internet Explorer Menu Bar
Figure 2-1: Browser Menu Bars

Browsers have very similar navigation functions: [Back], [Forward], [Stop], and [Reload]
buttons, Current Address Location fields, as well as buttons for performing other functions such
as printing and saving. The biggest differences between the browsers isare visual elements, such
as buttons, menu options, and the location of preference settings. In addition, browsers behave
differently in how they save or download files. If you don't set up your preferences in Firefox to
prompt you for the location, Firefox will automatically download the files to a default location.

To change default Firefox download/save settings, select “Options” from the “Tools” menu. In
the Options dialog box, click the [General] tab. Under “Downloads,” select the “Always ask me
where to save files” radio button and click [OK]. Choosing this setting prompts you for a location
each time you save or download a file. For detailed information on your browser, see your
browser’s user manual or help function.

The browser window works similarly to all windows, in that it can be maximized, minimized, and
sized. The default menu bar contains buttons that help you navigate the Internet; however, these
buttons do not necessarily help you navigate EDGAR. For the purposes of logging into EDGAR,
downloading files, submitting filings and company queries, or updating company information,
these buttons do not apply. Some of the functions you can use are Bookmark, to mark the
EDGAR Login page for easy accessibility; Back, to correct, add, or remove criteria from a query;
and Security, to turn on or off your security functions.

Internet Explorer 8.0 and Firefox 24.x are the supported browsers for the EDGAR Filing Website,
EDGAR Filer Management, and EDGAR OnlineForms Management websites. If you use an [E
version greater than 8, you can change the browser and/or document mode settings to 8.0. Please
refer to Microsoft Internet Explorer documentation for information on document mode settings
and backward compatibility.

When you log in to an EDGAR website, please read the Welcome Page. It contains updated
information about EDGAR, including filing requirements, system changes, new versions of
software tools, and other related information. We recommend that you do not use multiple
browser windows or tabs when working on EDGAR. Otherwise, information from one window
may impact information on other window(s) causing EDGAR applications to potentially function
incorrectly. If you want to use multiple windows when working on EDGAR, you must select
“New Session” (for IE) or “New Private Window” (for Firefox) from the “File” menu depending
on your browser choice. This creates a new browser session that will not share information with
the existing session.
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2.4  Accessing EDGAR

To access EDGAR, a filer must have EDGAR access codes. If you are a new filer or an existing
filer who wants to file in another capacity (e.g., become a filing agent or training agent), you must
use Form ID to apply for EDGAR access codes. You do this by completing and submitting an
electronic Form ID along with a notarized authentication document. Complete the fillable PDF
version of the Form ID (a copy is available on the SEC’s Public Site), print a copy of the
completed PDF so that it can be signed and notarized, create an electronic image of the signed and
notarized document, attach it to your electronic Form ID application and submit both to the
Commission. If you do not attach the required notarized authentication document as a PDF, we
cannot process your application. Details of this process are covered in other sections of this
manual. Once you have obtained your access codes, you will be ready to log in to EDGAR,
transmit submissions, run company queries, update your company information, or change your
password/CCC (CIK Confirmation Code).

2.5 EDGAR Hardware and Software Requirements
The following list states the recommended system requirements:
e PC with the following:
o 500+ MHz processor
o All Microsoft supported Windows desktop operating systems up to Windows 7

o 128 MB of RAM recommended; less may cause program or system performance
problems

o Local Hard Drive with sufficient capacity for submission preparation and transfer (this
capacity depends upon the size of the total documents needed for the submission)

e For those using EDGARLink Online for the creation of more document intensive
submissions, the following PC recommendation applies:

o 1.28 GB MHz processor or higher

o 1 GB or more of RAM; less may cause program or system performance problems
e Monitor (color recommended, but not required)
e Printer (recommended, but not required)

e Internet browsers:

o EDGAR Filing Website: Internet Explorer 8.0 is the recommended browser. The
EDGAR Filing Website also works well with Firefox version 24.x.Jaternet Explorer-

F0-or-8-0;or Firefox 17 0-or-greater:

o Other EDGAR websites: InternetExplorer-verston7-0-or-higher-and-supperting-
128-biteipherstrength- Internet Explorer 8.0 with 128-bit cipher strength is the
recommended browser. Java should be enabled in the browser. These websites also
work well with Firefox 24.x.

e Word processing or spreadsheet applications having the option to save documents as
standard ASCII or HTML text
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e Internet access
If you have questions about your PC configuration, check with the manufacturer.
2.6  Getting Help with EDGAR
For Procedural and Technical questions, contact Filer Support.

You can reach our Filer Support Branches in the Divisions at (202) 551-8900. These offices
respond to general EDGAR questions like how to become a filer, the form ID process, how to get
to the websites, how to update filer information, filing of forms, and header tags. Filer Support is
available each business day from 9:00 a.m. to 5:30 p.m. Eastern Time. Filer Support voicemail
will be available during off hours.

For general fee information, contact our Fee Account Services Branch in the Office of Financial
Management at (202) 551-8900.

For Substantive questions, contact your Division

For filing content, rule interpretations, filing date adjustments, and hardship exemption requests,
contact the division that reviews the filing, the Division of Corporation Finance or Investment
Management, during normal business hours 9:00 a.m. to 5:30 p.m., Eastern Time.

Division of Corporation Finance:

For help with filings reviewed by the Division of Corporation Finance, contact the Office
of Information Technology in the Division of Corporation Finance at (202) 551-3600.

Division of Trading and Markets:

For help with short sale filings, contact the Office of Interpretation and Guidance in the
Division of Trading and Markets inquiry line: (202) 551-5777.

Division of Investment Management:
For help with Form 13F, call the IM Chief Counsel inquiry line: (202) 551-6865.

For help with Form N-SAR or Form 24F-2, call the N-SAR/24F-2 inquiry line:
(202) 551-6703.

For help with investment company filings (except Forms 13F, N-SAR and 24F-2), call the
IM EDGAR inquiry line: (202) 551-6989.

o For questions concerning post-acceptance corrections and withdrawals, first please
read our notice, “IM EDGAR Post-Acceptance Corrections” on the Information for
EDGAR Filers web page (http.//www.sec.gov/info/edgar.shtml).

o For questions concerning series and classes (contracts), first read our notice, “Series
and Class (Contract) Notice and FAQ’s,” on the Information for EDGAR Filers web
page (http.//www.sec.gov/info/edgar.shtml).

Office of Municipal Securities:

For help with the municipal advisor registration forms (Forms MA, MA-I, MA-NR, and
MA-W), contact the Office of Municipal Securities at (202) 551-5680.
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3. BECOMING AN EDGAR FILER
3.1 Getting Ready

To automate the process of submitting a Form ID application, the SEC has developed the EDGAR
Filer Management Website (EFMW). At this website a potential filer can file the Form ID
application, generate access codes (new/replacement), update a passphrase (required security
code), convert from a paper only filer to an electronic filer, and obtain access codes for serial
companies. You can access this website directly through its Uniform Resource Locator (URL):
https://www.filermanagement.edgarfiling.sec.gov or through our EDGAR Gateway. The EDGAR
Gateway allows you to navigate between the multiple EDGAR websites more easily. It is located
at: http://www.portal.edgarfiling.sec.gov. 1t is strongly recommended that you bookmark this
website or add it to the Favorites list in your browser.

This section describes the process that a new filer must follow to gain access to EDGAR. It also
describes how to access the EDGAR Gateway and EFMW. For the EFMW, it covers the
functionality that it provides, including how to create and submit a Form ID application
electronically.

Before you can use the EDGAR system, you must submit a Form ID application to be accepted as
an EDGAR filer. (Refer to Section 3.2, New SEC Filer: Applying for EDGAR Access, for more
information. If you wish to create an Asset-Backed Securities Issuing Entity, refer to Section 3.4,
Creating an Asset Backed Securities Issuing Entity.) An EDGAR filer can be a registrant, a
third-party non-registrant filer, a transfer agent, a third-party agent filing for another individual or
entity, or a training agent. EDGAR filers may send submissions on their own behalf or use a filing
agent. Training agents may only send test submissions. A duly authorized person, such as a
partner, president, treasurer, corporate secretary, officer, or director, must sign the Form
ID. Section 16 filers may have someone with their power of attorney sign the Form ID. Filing
agents such as financial printers cannot sign this Form on behalf of the issuer unless they are
specifically authorized to do so in writing on behalf of the issuer or Section 16 filer. The
documentation should accompany the Form ID.

As an applicant for EDGAR access codes, you must indicate whether you are a filer, filing agent,
or training agent as defined in Part I of the Form ID General Instructions. If you plan to file on
EDGAR in more than one capacity, a separate Form ID must be completed and submitted for each
capacity. For example, if you want to make EDGAR submissions as a registrant, and as a filing
agent, and as a training agent, you must submit a separate Form ID for each filing capacity. You
will receive three separate sets of CIKs and access codes.

It is mandatory to include the registrant’s Tax Identification Number (TIN) to establish domestic
companies. This is for companies only, not individuals. If you do not have your TIN when you
submit your initial Form ID, you may add it to the EDGAR database by going to the EDGAR
Filing Website and adding it to your company’s information.

You must file your Form ID application electronically via the EDGAR Filer Management
Website. A notarized authentication document must be attached to your Form ID application or
your Convert Paper Only Filer to Electronic Filer application. Filers who are updating their
passphrase must attach the required notarized documentation to their Update Passphrase request.
Intentional misstatements or omissions of facts constitute federal criminal violations. See 18
U.S.C. 1001.
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Section 3.2, New SEC Filer: Applying for EDGAR Access, contains instructions on how to do
this. You can print various EDGAR-related forms (e.g., Form TH, Form SE) from the
www.sec.gov website. You can also request additional copies from the SEC’s Publications Office
by calling (202) 551-4040, or by making a written request to the following address:

ATTN: Publications Branch

US Securities and Exchange Commission
Mail Stop L610

100 F Street, NE

Washington, DC 20549

You may contact Filer Support at (202) 551-8900 if you require additional information.

After we accept your Form ID application, you will receive instructions on how to obtain the
following four access codes:

CIK - Central Index Key:

The CIK is a number that we assign to each entity that submits filings to us. Use of the
CIK allows us to differentiate between filing entities with similar names. A CIK is used to
identify all filers, both EDGAR and non-EDGAR. Individuals should use their own CIK
number and password each time they logon to EDGAR, even if their filings relate to
different registrants.

Using the CIK to Login and Identify Submitter Registrants:

The CIK is the one EDGAR access code that is available to the public. In
EDGAR, the CIK is used with a password for login identification (sometimes
referred to as a login CIK). This identifies the submitter, which could be a
registrant, a non-registrant, a filing agent, or a training agent. The CIK is also used
with the CCC in submission headers to identify the registrant. The CIK is a
permanent identifier; you may not change it. You can login to EDGAR using any
valid CIK-password combination. The login CIK will be part of the unique
identifier for the submission.

CCC - CIK Confirmation Code:

The CCC is a code of eight characters having at least one number (0-9) and at least one
special character (@, #, $, *). The CCC is case-sensitive and you must use it exactly as
created, either in upper or lower case. Because the CCC is case-sensitive, if you use lower
case letters when the CCC is created or changed, you must use lower case letters when
entering the CCC in submission headers. To avoid confusion, we do not use the number 1
(one), the lower-case letter “1” (el), the number 0 (zero), or the capital letter O (oh) in
assigning codes. We suggest that you also avoid using these numbers and letters when
changing your CCC. You will need both a CIK and its corresponding CCC to submit a
filing.

Releasing the CCC To Filing Agents and Financial Printers:

If you use a filing agent, you may release the CCC to your agent because you must
include a CCC in your submission. When a third-party agent submits a filing for
you, the agent uses its own login CIK and password to establish authorization to
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make a submission. However, the agent must use your CIK and CCC in your
submission in order to identify you as the entity for which the submission is being
made.

Changing Your CCC:

We recommend that you change your CCC after a third-party filing agent has used
it for a submission on your behalf. This will prevent the filing agent from
inadvertently making unauthorized filings using your access codes. (This can
occur if a filing agent does not carefully check the codes it uses in a filing prior to
submitting it). You may also want to change your CCC for security purposes. You
will find procedures for changing the CCC in Chapter 4.

e Password:

The password is a code of eight characters having at least one number (0-9) and at least
one special character (@, #, $, *). The password is case-sensitive and you must use it
exactly as created, either in upper or lower case. You use it in combination with a CIK to
identify the entity making a submission. This entity may be you, or a filing agent, or the
law firm who files on your behalf. Since a CIK is public information, a second,
confidential code is necessary to ensure that whoever is sending a submission to EDGAR
is authorized to do so. You must enter both a CIK and a password to access EDGAR. The
CIK is public and you may give it and the CCC to your agent to make submissions on your
behalf, but you should hold the password in strictest confidence.

Changing Your Password:

We encourage you to change your password frequently, at least annually. You will
find procedures for changing a password in Chapter 4. To change a password, you
must use a Password Modification Authorization Code (PMAC). Your password
will expire 12 months after it was created or last changed. If you are locked out
of EDGAR because your password has expired, you may generate a new set of
EDGAR access codes (PMAC, password, CCC) via the EDGAR Filer
Management Website using your passphrase. If you have also forgotten your
passphrase, you must request a new passphrase (also via the EDGAR Filer
Management Website) before you can generate a new password. A request for a
new passphrase must be accompanied by authentication documentation, and it
must be accepted by the SEC, so be sure to keep your password up to date. (Refer
to Section 4.1, Generating All EDGAR Access Codes, for instructions on how to
generate a new set of EDGAR access codes and how to request a new passphrase.)

e PMAC — Password Modification Authorization Code:

Y ou must use the PMAC to authorize a change of password. The PMAC is a code of eight
characters having at least one number (0-9) and at least one special character (@, #, $, *).
The PMAC is case-sensitive and you must enter it exactly as created. It is a very private
code, and only one or two persons in an organization should know this code. If you
misplace or have forgotten your PMAC, you may generate a new set of EDGAR access
codes (CCC, password, PMAC) via the EDGAR Filer Management Website
(https://www.filermanagement.edgarfiling.sec.gov) using your passphrase. The CIK is
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public and you may give it and the CCC to your agent to make submissions on your
behalf, but you should hold the PMAC in strictest confidence.

Part of the process of submitting an electronic Form ID application is to specify an
EDGAR passphrase.

e Passphrase:

The passphrase is used to generate a set of EDGAR access codes (PMAC, password,
CCC). The passphrase follows the PMAC formatting and usage rules (see PMAC).
Because it can be used to generate the EDGAR access codes, the passphrase is a very
sensitive code that should be strictly controlled. Access to it within your organization
should be extremely limited. As mentioned previously, requesting a new passphrase must
be done via the EDGAR Filer Management Website, it must be accompanied by manually
signed and notarized authentication documentation, and it must be accepted by the SEC.
(Refer to Section 4.1, Generating All EDGAR Access Codes, for instructions on how to
generate a new set of EDGAR access codes and how to request a new passphrase.)

The SEC does not keep these codes on file. It is the responsibility of the individual designated as
the Contact for EDGAR on the Form ID to provide these codes to the EDGAR filing parties, and
to keep the codes secure. Section 16 filers must provide their EDGAR codes to their EDGAR
contact at each of the companies for which they are insiders if the companies are going to file on
their behalf. Only ONE set of EDGAR codes will be valid for each individual, so it is essential
that all relevant companies be given the codes. Only one Form ID should be submitted for a
registrant or an individual applicant.

Note: To protect the integrity and security of the data you send, you must limit the number of
people who know your CCC, password, and PMAC.

3.1.1 Accessing the EDGAR Gateway

Any potential filer can access any of the EDGAR websites by using the EDGAR Gateway into the
EDGAR system. Please execute the following procedure:

1. Connect to the Internet.
2. Go to the EDGAR Gateway.

http://'www.portal.edearfiling.sec.gov

The EDGAR Gateway page appears (see Figure 3-1: EDGAR Gateway Page (Image
replaced)).

This page functions as a gateway to all EDGAR websites. As such, it is strongly
recommended that you bookmark this page or add it to the Favorites list in your
browser.

3. Read the questions and determine which one identifies what you want to accomplish.
If you are a new filer, click the link that says, ‘Would you like to become a new filer or
generate new access codes’.

The Welcome page for the EDGAR Filer Management Website will appear.
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Figure 3-1: EDGAR Gateway Page_(Image replaced)
3.1.2 Accessing the EDGAR Filer Management Website

Another way to access the EFMW is to go directly to the website by executing the following
procedure:

1. Connect to the Internet.
2. Go to the EFMW
https://www.filermanagement.edgarfiling.sec.gov

The EFMW Home page appears (see Figure 3-2: EDGAR Filer Management Home
Page (Image replaced)).

This page functions as a gateway to the website.
3. Click the [Press Here to Begin] button.

The EFMW Welcome page appears (Figure 3-3: EDGAR Filer Management
Welcome Page (Top)).

This page provides access to the electronic Form ID application and other capabilities
provided by the EFMW.
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Figure 3-2: EDGAR Filer Management Home Page_(Image replaced)
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3.1.3 Navigating the EDGAR Filer Management Website (EFMW)

Once you access the EFMW, an option menu appears on the left-hand side of the browser
window. This menu allows you to navigate easily through the EFMW without having to return to
a menu page. This menu is broken down into two different sections:

e Filer Management

e Support

EDGAR®
Form 1D

*« Home

Update Passphease
Coovert Paper Only Filer to
Electromc Filer

EDGAR Access for New Senal

Support
= General Help
= Erequently Asked Qriestions

Figure 3-4: EFMW Welcome Page Menu

Note that clicking ‘Home’ merely redisplays the EFMW Welcome page. This menu item exists
for consistency with other EDGAR websites (such as the OnlineForms/XML Website) and to
support future functionality. Please note that the links open pop-up windows, so users should not
disable pop-up displays.

3.1.3.1 Filer Management

In the Filer Management section, there are five links:
o Apply for EDGAR Access (New)
e Generate Access Codes (New/Replacement)
e Update Passphrase
e Convert Paper Only Filer to Electronic Filer
e EDGAR Access for New Serial Companies

By clicking ‘Applying for EDGAR Access (New)’, you can create a Form ID application and
submit it to the SEC for acceptance. A Form ID application is typically submitted by:

e A [potential] filer who has not previously filed with the SEC in any media

or
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e A current filer who needs to file in a new capacity!
Acceptance of a Form ID application results in the creation of a new Central Index Key (CIK)Z.
For more details, please refer to Section 3.2, New SEC Filer: Applying for EDGAR Access.

When you click ‘Generate Access Codes (New/Replacement)’ and enter your CIK and your
passphrase3, you are presented with EDGAR access codes (for an existing CIK) that are needed to
perform common “filing” activities. (These EDGAR access codes are the Password Modification
Authorization Code [PMAC], the password, and the CIK Confirmation Code [CCC]). For more
details, please refer to Section 4.1, Generating All EDGAR Access Codes.

By clicking ‘Update Passphrase’, you can create a request for a new passphrase and submit it to
the SEC for review and acceptance. This capability allows an existing EDGAR filer who has
forgotten or wants to change his or her passphrase to get a new passphrase. With a new
passphrase, the filer can regenerate the PMAC, password, and CCC. For more details, please refer
to Section 4.1.1, Requesting an EDGAR Passphrase.

By clicking ‘Convert Paper Only Filer to Electronic Filer’, you can create a request for EDGAR
access and submit it to the SEC for review and acceptance. This capability allows the filer to file
electronically with the SEC in the future. For more details, please refer to Section 3.3.1, Current
Paper Only Filer.

By clicking ‘EDGAR Access for New Serial Companies’, you can create a request for EDGAR
access for a new serial company and submit it to the SEC for review and acceptance. This
capability allows a serial company that was previously created via the submittal of a form 424B or
424H filing to specify a passphrase for access to EDGAR (after the request has been accepted by
the SEC, the serial company can use the passphrase to get the access codes [PMAC, password,
and CCC] that are needed to file with EDGAR). For more details, please refer to Section 4.1.1,
Requesting an EDGAR Passphrase.

3.1.3.2 Support
In the Support section, there are two links:
e General Help
e Frequently Asked Questions
3.1.3.2.1  General Help

If you need help while using the EFMW on the Internet, click ‘General Help® from the menu to
bring up the General Help page (Figure 3-5: EFMW General Help Page) that displays a list of
help topics. When you click on a topic, you are shown information or additional links to specify
the type of assistance you need.

1 “Capacity” in this context is one of the following: filer, filing agent or training agent. It refers to the applicant, not
the person filling out the form.

2 The CIK is a number that is assigned to each entity (company or individual) that submits filings to the SEC. Use of
the CIK allows us to differentiate between filing entities with similar names. A CIK is used to identify all filers, both
EDGAR and non-EDGAR.

3 The EDGAR passphrase is a security code that is used to generate a set of EDGAR access code.
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General Help

Please select one of the following options:
® (Contact the SEC

@ Filer Manual

Figure 3-5: EFMW General Help Page
3.1.3.3 Frequently Asked Questions

Click ‘Frequently Asked Questions’ (FAQ) to open the EFMW Frequently Asked Questions
page. The FAQ page answers the questions about the EFMW that have been asked most often.
You may find the answers helpful while using the EFMW. Click on the hyperlink topic to display
the answer in the lower portion of the window.

3.2 New SEC Filer: Applying for EDGAR Access

This section walks you through the process of applying for access to EDGAR for applicants who
are new to filing with the SEC or who need to file with the SEC in a new role (e.g., filing
agent or training agent). Filers who have previously filed with the SEC on paper and who need
to begin filing electronically should follow the instructions in Section 3.3.1, Current Paper Only
Filer. New serial companies that need EDGAR access should follow the instructions in Section
3.3.2, New Serial Company.

3.2.1 Overview
The process of applying for access to EDGAR consists of two parts as follows:
e Composing and submitting a Form ID

e Submitting Authentication documentation

The SEC will not accept a Form ID application without receiving the authentication
document. and the Form ID application will not be accepted in paper format. Access to
EDGAR will not be granted to a potential new filer until both parts (submission of Form ID
and the authentication document) have been completed.

The Form ID application is created and transmitted electronically. A notarized authentication
document must accompany your Form ID application or your request to convert from a Paper to
Electronic Filer. Complete the fillable PDF version of the Form ID that is found on the SEC’s
Public Site; obtain a hardcopy version of the PDF document that has been signed and notarized;
scan the document so that it can be attached; and electronically submit the Form ID application
and the authentication document to the Commission. Filers who are updating their passphrase
must attach their notarized authentication document to their Update Passphrase request.

(Refer to Section 3.2.5, Authentication Documentation, for details.)
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Within the context of a Form ID, the EFMW will:

Allow you to provide all of the necessary information required by the SEC rules on an
appropriate data gathering form (Form ID)

Allow you to provide your signature and signature date

Allow you to verify the information on the form

Allow you to edit information on the form where necessary

Allow you to upload attachments (i.e., cover letters, exhibits, or correspondence)
Allow you to attach the Notarized Authentication PDF Form ID document

Allow you to review and confirm your information and then print the submission for your
records

Remember, the Form ID is a legal document. Consider these important notes when composing
your Form ID using the EFMW:

3.2.2

Intentional misstatements or omissions of facts constitute federal criminal violations. See
18 U.S.C.1001.

Submission of a Form ID with missing required information will be considered
incomplete and will not be accepted — all required fields must be completed.

There is no capability to save work in progress, so it is important for you to have all of the
information necessary to complete the form before you begin to assemble your submission
online.

When completing the online Form ID, you should have already signed, notarized, and
scanned the hard copy of the Form.

You can exit the window at any time to discard your work in progress and start over.

Only one applicant per Form ID is allowed (however, a method is provided to make it
easier to submit multiple Form ID applications from the same browser window).

Application (Form ID)

This section outlines the process for composing a Form ID application using the EFMW and then
transmitting the submission to EDGAR for processing.

Note:

The instructions provided for the paper Form ID are pertinent to the information that is
entered on the electronic Form ID data entry page. These instructions are available on the
SEC website http.//www.sec.gov.
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Before beginning, gather all required information. Be especially sure to do the following:
e Determine the correct filer attributes: applicant type and company/individual indicator.

e Ensure that you have identified the necessary contacts (for both EDGAR matters and for
accounting and billing information).

e Ensure that you have proper and valid postal addresses, telephone numbers and e-mail
addresses at hand.

e Scan the completed, signed, and notarized Form ID application along with any other
attachments, such as a cover letter or exhibit, save them in the correct format and have the
file names identified*.

The first step for composing a Form ID application is to bring up the Form ID data entry form.
This is accomplished as follows:

1. Connect to the EFMW Welcome page (refer to Section 3.1.2, Accessing the EDGAR
Filer Management Website).

2. Click ‘Apply for EDGAR Access (New)’ in the menu bar.

3. A new browser window opens and the data entry page for the Form ID application
appears (see Figure 3-6: EDGAR Apply for EDGAR Access (New) Page (Top)).

4. Enter the Form ID data, described in the following subsections.

Note: Since the information on the PDF authentication document and the Form ID are
essentially the same, you can save time by cutting and pasting the information
from one document to the other.

4ASCII (*.txt file extension), HTML (*.htm file extension) and PDF attachments are accepted; graphic formats are
not accepted.
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Apply for EDGAR Access (New)

Intentional misstatements or crmissions of facts constmute federal criminal vielations, See 18 U.5.C. 1001

Please fill in the application below i
* you as an indridual,
+ another indridual whom you represent, or
+ a company that you represent
needs to file electronically with the SEC via the EDGAR svstem  All references to “Applicant”™ on this form refer to the indnidual
or company that neads to file with the SEC; thus, if vou represent an indnidual or company, “Applicant” is nor vou but rather the
mdrnadual or company that vou represent.
MNote: Filing Agent applicant type must be used ONLY by a financial printer, law firm, or other person, which will be usmg
these access codes to send a hlng or porton of a ihng on behalf of a fler.

This apphcation is for potential filers who are new to the SEC only: if the potential filer (i.e., Applicant) already has an assigned
EDGAR Central Index Kev (CIE), do mor use this form! In this case, refer to the EDGAR Filer Manual for more mformation

Form 1D (" indicates reguired field Help for a fisld may be accessed by clicking ifs labei )

Application for EDGAR Access (Form 1D

Applicant Type
Filer -
Indicala whether the applicant is a company of individual
@ Company Individual
Access codes will be used fo submit draft registration siatement pursuant to
JOBS Act 5106 | Foredgn Private Issuer Policy

Figure 3-6: EDGAR Apply for EDGAR Access (New) Page (Top)
The information on the Form ID data entry page is sectioned into five parts:
Applicant Information

Basic information about the applicant type and classification of the applicant, as a
company or individual that wishes to file with the SEC.

Note: The ‘Filing Agent’ applicant type must be used only by a financial printer, law firm, or
any other person to send a filing or portion of a filing on behalf of a filer.

Filer Information
Additional information about the applicant when the applicant is a company.
Contact for EDGAR Information, Inquiries and Access Codes

Information about the person who is the applicant’s point of contact for EDGAR-related
information and queries.

Contact for SEC Account Information and Billing Invoices

Information about the person who is the applicant’s point of contact for “financial”
information and queries.
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Typed signature of the applicant, the authorized representative of an applicant that is not
an individual or the individual authorized to sign by the individual applicant or authorized

representative.

Note that the information to be entered is not the same for all applicants and that the data entry
page is customized based upon the values of the filer attributes (Applicant Type and
Company/Individual indicator). The “parts” that are required are based upon these filer attributes
are specified in Table 3—1: EDGAR Form ID, “Parts”.

Table 3-1: EDGAR Form ID, “Parts”

Applicant Type

“Form ID” Data Entry Block

Applicant Filer Contact Account Signature
Information | Information | Information | Information | Information
Part | Part Il Part 1l Part IV Part V

Filer (Company) Yes Yes Yes Yes Yes

Filer (Individual) Yes No Yes Yes Yes

Filing Agent (Company) Yes Yes Yes Yes Yes

Filing Agent (Individual) Yes No Yes Yes Yes

Institutional Investment Yes Yes Yes Yes Yes

Manager (Form 13F Filer)

(Company)

Institutional Investment Yes No Yes Yes Yes

Manager (Form 13F Filer)

(Individual)

Investment Company, Yes Yes Yes Yes Yes

Business Development

Company or Insurance

Company Separate Account

(Company)

Large Trader (Company) Yes Yes Yes Yes Yes

Large Trader (Individual) Yes No Yes Yes Yes

Municipal Advisor (Company) | Yes Yes Yes Yes Yes

Municipal Advisor (Individual) | Yes No Yes Yes Yes

Non-Investment Company Yes Yes Yes Yes Yes

Applicant under the

Investment Company

Act of 1940 (Company)
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Applicant Type “Form ID” Data Entry Block
Applicant Filer Contact Account Signature
Information | Information | Information | Information | Information
Part | Part Il Part lll Part IV PartV
Non-Investment Company Yes No Yes Yes Yes

Applicant under the
Investment Company
Act of 1940 (Individual)

Training Agent (Company) Yes No Yes No Yes
Training Agent (Individual) Yes No Yes No Yes
Transfer Agent (Company) Yes Yes Yes Yes Yes
Transfer Agent (Individual) Yes No Yes Yes Yes

3.2.2.1 Data Entry Conventions
The following are some basic EFMW data entry conventions:
e In Internet Explorer, disabled fields are read-only and are colored gray.

e An asterisk to the right of the label name indicates a required field. (For example,
“Mailing Street 1 *” is a required field.)

e Press the [Tab] key to move from field to field. (For this purpose, field level help counts as
a field.)

e Field level help is available by clicking on the label.

e The [Exit Window] button will close the current data entry session and return to the
EFMW Welcome page. Any data entered or attachments uploaded will be discarded.

3.2.2.2 Data Entry Details

Some significant details about the entry of the information on the Form ID application are
described in the following sections. For each data portion of the data entry page there is a section
and an associated screen shot. Note that the electronic Form ID application is modeled after the
paper Form ID and that any instructions regarding the data to be entered in a field on the paper
form are applicable to the electronic form.
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3.2.2.2.1 Applicant Information

The Applicant Information section of the Form ID application is the first data entry section that is
displayed on the page (equivalent to Part I of the paper form). This information is to be supplied
by all applicants. The filer attributes are the first items in this section (before the Name of
Applicant/Individual) and are critical to the data entry process as they control the data entry fields
that are available on the page. It is recommended that the filer attributes be specified before any
other data and that an effort is made to ensure that they are correct: changing them after data has
been entered in other fields may result in data being lost>. When the page is first displayed, the
filer attributes are set to {“Filer” and “Company”}. Select either the “JOBS Act §106” or
“Foreign Private Issuer Policy” radio button to indicate that you are submitting an access code
request to be able to submit draft registration statements. Refer to Chapter 7 in Volume II of the
EDGAR Filer Manual for more information on draft registration statements.

The Name of Applicant or Name of Individual is the first data entry field after the filer attributes.
The difference between the two is that the Name of Applicant is used for companies only and
consists of a single component, while the Name of Individual is used for individuals only and
consists of four components, one each for Last Name, First Name, Middle Name, and Suffix. As
stated on the web page, the Name will be conformed according to the EDGAR standards. (See
APPENDIX C, AUTOMATED NAME CONFORMANCE RULES, for details of these
conformance rules.) These standards may be viewed online by clicking the link in the Note above
the data entry field. The process of automatic name conformance cannot be turned off or
otherwise prevented or avoided by the requestor or applicant.

The Mailing Address is required and must be entered for all applicants. However, it may also be
used for other addresses on the Form ID application (as described in the appropriate sections).

The TIN is required whenever the applicant is a Company. However, a company that has applied
for but has not yet received a TIN must enter “00-0000000” (zeroes). Remember to update your
TIN when it is received. You must use the EDGAR Filing or OnlineForms/XML website’s Edit
Company Information capability to update the TIN in EDGAR. The TIN is not needed for
Individuals and cannot be entered (the entry of a Social Security Number [SSN] is not required
and is not supported).

Note: The “applicant” is the company or individual who is required to file with the SEC,
not necessarily the person who is filling in the form (although it could be). The term
“requestor” is used to refer to the person who is filling in the form.

5 Data in the “parts” that are common to the filer attributes settings will be preserved; however, data that exists in a
“part” that is not needed based upon the new filer attribute setting is lost. For example, Filer (Company) requires the
entry of Filer Information (Part II) — if you switch the filer attributes to Filer (Individual), any Filer Information that
you may have entered is lost.
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Apply for EDGAR Access (New)

Intenttional misstatements or omissions of facts constiute federal crimmal vielations. See 18 U.S.C.1001

Please fill m the application below if
* vou as an ndnadual,
+ another indnidual whom you represent, or
* acompany that you represent
nesds to file electronically with the SEC via the EDGAR. system. All references to “Applicant™ on this form refer to the indnidual
of company that needs to file with the SEC; thus, if vou represent an indnidual or company, “Applicant™ is nor vou but rather the
individual or company that you represens.
MNote: Filing Agent applicant tvpe must be used ONLY by a financial printer, law firm, or other person, which will be usng
these access codes to send a filing or portion of a filing on behalf of a filer_

This apphication is for potential filers who are new to the SEC only: if the potential filer (1., Applicant) akready has an assigned
EDGAR. Central Index Key (CIK), do nor use this form! In this case, refer to the EDGAR Filer Manual for more mformation.

Form ID (" indicates required field Help for & fisld may be accessed by clicking ifs labei }
Application far EDGAR Actess (Form D)

Applicant Typa
Filer -

Indicate whethar the applicant is a company of indiidual
o Company Indradual
Access codes will be used to submit draft registration statement pursuant to
' JOBS At B106 () Forelgn Private Iasuer Policy
Mote: The Hame of Applicant must be in English!
Also, the value that you enter below may be conformed 1o meet EDGAR standards. Click here for details.

Name of Applicant (English language) *
John Do= Company

Mailing Street 1 * Mailing Sireet 2

999 MAFLE AVE SUITE 506

Mailing City * Mailing State/Country *

ROCKVILLE MIEYLAND -

Mailing ZipPostal Code *

20851-1324

Phone *

301-555-1234

Mote: if the potential filer does nof have a TIN, enter “DO0-0000000° below.

Tax Igentiication Number (TIN)
[DD-DODODDD) *

12-3456789

Figure 3-7: EDGAR Form ID Page, Applicant Information
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3.2.2.2.2 Filer Information

The Filer Information section of the Form ID application is the second data entry section that is
displayed on the page (equivalent to Part II of the paper form). This information can be supplied
only for applicants that are companies.

The “Doing Business As” Name is optional. If the filer is a foreign filer, an optional Foreign
Name data entry field is also available. This name is intended for the name of the company in a
non-English language but using only the subset of the standard ASCII (text) character set that is
supported by EDGAR.

The requestor must either explicitly enter the information required for the Business Address or
check the “Business address same as mailing address” box. If the “Business address same as
mailing address” box is checked, EDGAR will copy the Mailing Address information to the
Business Address fields before submitting the Form ID application (this action is not immediate).
When this box is checked, the Business Address data entry fields are disabled (grayed out with
Internet Explorer).

Fiter Informiation

“Doing Busingss As™ Mame
I

Note: The Foreign Mame is infended to be the name of your company in any language other than English

Foreign Hame

[¥ Business address same as mailing address. Business address is required if not the same

Business Streel 1 Business Street 2

Business City Business StatefCountry
| I =

Business Zip/Fostal Code

e

State of Incorporation
| vInGINIA =|
Fizcal Year End (MMDD)

10-31

Figure 3-8: EDGAR Form ID Page, Filer Information
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3.2.2.2.3 Contact for EDGAR Information

The Contact for EDGAR Information, Inquiries, and Access Codes section of the Form ID
application is the third data entry section that is displayed on the page (equivalent to Part III of the
paper form). This information must be supplied for all applicants.

The Contact Address is required if any part of the address is different from the Mailing Address.
If the Contact Address is identical to the Mailing Address, the requestor may check the “Contact
address same as mailing address” box and EDGAR will copy the Mailing Address information to
the Contact Address fields before submitting the Form ID application. When this box is checked,
the Contact Address data entry fields are disabled (grayed out with Internet Explorer).

The E-Mail Address is critical to communications between the applicant and EDGAR and its
validity is critical to success. This is because notifications (messages) are sent from EDGAR to
this e-mail address. For example, an e-mail notification is sent to the applicant after his or her
Form ID application is processed by the SEC — if the application is rejected, there is no other way
for the SEC to contact the applicant. (Subsequent notifications may be retrieved from the EDGAR
Filing or OnlineForms/XML websites).

Contact for EDGAR Infomnation, Inquines and Access Codes

Contact Mame *
|[Jane Doe

[T Contadl address same as mailing address, Contact address is required if not the same

Contact Street 1 * Contad Streal 2

|555 Mockingbird Lane [Suite 8

Contact City * Contact State/Country *

|4 lexandria [VIRGINIA =

Contact ZipPostal Code *
22312-2447

Contact Phone ®
[Fos-s55-1234

Mote: The E-mall address below is whene your new CIK will be sent after form submdssion and revtew. It is very imporiant that you anter
it cormeclly. To help ensure accuracy, you must enter it twice,

E-mail Address

|ns.rcna iladdressdxyz  com

Fe-enter E-mail Address *

[r,rena 1laddress#xyz . com

Figure 3-9: EDGAR Form ID Page, Contact for EDGAR Information

Note that our rules require that you keep this information current. After your Form ID application
is accepted and you have your EDGAR access codes, you can use the Edit Company Information
capability of the EDGAR Filing or OnlineForms/XML websites to update this information as
required.
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3.2.2.2.4 Contact for SEC Account Information

The Contact for SEC Account Information and Billing Invoices section of the Form ID
application is the fourth data entry section that is displayed upon the page (equivalent to Part IV
of the paper form). This information is to be supplied for all Filers and Filing Agents.

The Contact Address is required if any part of the address is different from the Mailing Address.
If the Contact Address is identical to the Mailing Address, the requestor may check the “Contact
address same as mailing address” box and EDGAR will copy the Mailing Address information to
the Contact Address fields before submitting the Form ID application. When this box is checked,
the Contact Address data entry fields are disabled (grayed out with Internet Explorer).

Contact for SEC Account Information and Billing Imoices

Contacd Hame *
[John Doe

i Contact address same as mailing address. Contad address is required if not the same
Contact Street 1 Contact Street 2

Contad City Contact State/Country
[ I =

Comtad Zip/Postal Code

—

Contact Phone *
[201-555-1234

Figure 3-10: EDGAR Form ID Page, Contact for SEC Account Information

3.2.2.2.5 Signature

The Signature Information section of the Form ID application is the fifth data entry section that is
displayed upon the page (equivalent to Part V of the paper form). This information is to be
supplied for all applicants. If the applicant is a company, a duly authorized person - such as a
partner, president, treasurer, corporate secretary, officer, or director - must sign the Form ID
application. Individuals may have someone with their power of attorney sign the Form ID
application. Filing agents such as financial printers cannot sign this form on behalf of the issuer
unless they are specifically authorized to do so in writing. The written documentation must be
attached to the Form ID application. Refer to Section 3.2.3.2, Assembling the Form ID
Submission.

The Signature that is entered is the text equivalent of the signer’s manual legal signature. For
example, if Tobias Alowicious Smith uses “T. A. Smith” as his legal signature, the requestor
would enter “T. A. Smith” in this data entry field. Note that the Signature is for the applicant, the
authorized representative of an applicant that is not an individual, or the individual authorized to
sign by the individual applicant or authorized representative, which is not necessarily the person
who is filling in the form (although they could be the same).
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The Title/Position is required only when the applicant is a company.

Signature Information

Note: Only a duly authorized person - such as a partner, president, reasurer, corporate secretary, officer, or
director - may sikgn this application on behalf of the applicant.

Signature * Date (MMDDAYYY) "
[John Doe |s-17-2012
Titte/Position *
[CcED

Conlinle »> 1 Halg |

Exit Window |

Figure 3-11: EDGAR Form ID Page, Signature Information

3.2.3 Assembling and Submitting the Form ID Application

After you have entered all of the required data on the Form ID application, you are ready to
complete the process and submit the Form ID application to the SEC for acceptance. You must do
the following to finish the process:

e Correct any errors

e Upload the scanned, notarized authentication document in PDF format
e Upload any additional attachments

e Define a passphrase

e Submit the completed Form ID application

Note: The maximum size of a Form ID submission, including all attachments, must not exceed
200 MB.
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3.2.3.1 Verifying the Form ID Application

Note: The figures in this section all contain sample data. Each figure represents the type of data
that can be entered on the Form ID application. The figures are provided as examples of
what you will see; your data will be different.

The next step in the process is to complete the Form ID data entry phase. This is accomplished as

follows:

1.

Click the [Continue] button (Figure 3-11: EDGAR Form ID Page, Signature
Information).

EDGAR validates the format and syntax of the information that you provided in the
Form ID application (you are responsible for confirming the accuracy of all
information submitted in the Form). If there are errors in the information provided
(such as missing required fields), your Form ID application with the errors highlighted
will be displayed (Figure 3-12: EDGAR Form ID, Errors (Top)). Follow the
instructions on the screen to correct the errors, and then click the [Continue] button.
Your updated Form ID application will be revalidated; if errors remain, your updated
Form ID application with any errors is displayed. You must correct all errors to
proceed past this point.

For example, the following errors are marked in Figure 3-12:
» Mailing State/Country is missing (required field)

» Phone [Telephone Number] is not in the correct format
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Apply for EDGAR Access (New)

Intentional rdsstatements or omassions of facts constinate federal crimmal violations. See 18 U.5.C 1001

Pleaze fill in the apphcation below o
+ you as an indhichsal,
+ another individual whom vou represent, or
* acompany that vou represent
needs to file electronically with the SEC via the EDGAR. svstem. All references to "Applicant™ on this form refer to the ndnadual
or company that needs to file with the SEC; thus,  you represent an indnidual or company, “ApplBcant™ is nor you buat rather the
mdrvidual or company that vou represent.
Note: Filing Agent applicant type must be used ONLY by a fmancial prnter, law firm, or other person, which will be wsing
these access codes to send a filng or portion of a filmg on behalf of a filer.

This applcation is for potential filers who are new to the SEC onl: if the potential fler (i e, Applicant) already has an assigned
EDGAR. Central Index Key (CIK), do nor use rhis form! [n this case, refer to the EDGAR Filler Manual for more mformation

One or more of the felds below s missing a required value or contains an invalld value Please comrect the
values inthe figigs marked with € _ For help on a specific feld, cick on its labal

Form 1D [~ indicates required feld. Help for 3 fisld may be accessed by clicking ifs fabed )

application for EDGAR Access (Form D)
Applicant Type

Filer -

Inicate whether the applicant is a company or indhadual
@ Company Indridual
Access codes will be used to subm draft registration statemant pursuant to
JOBS ACt§106 | Foreign Private Issuer Policy
Note: The Hame of Applicant must be in English!
Ao, the value hal you enter below may be conformed (o mest EDGAR standards. Click here for details.
Nama of Applicant (English language} *
John Doe Conpany

Mailing Street 1 Mailing Sireat 2

999 MAFLE AVE SUITE EO0&

Mailing City * € Mailing StatedC ountry *

ROCEVILLE -

Wailing ZipfPostal Code *
20851-1324

£ Pnone *
&) 1=-550-1234

Note: if the potential filer does mof have a TIM, enter “00-0000000° balow.

Tax Idensfication Number (TIN)
(DO-DDDODDD)

12-3456789

Figure 3-12: EDGAR Form ID, Errors (Top)

2. [If there are no errors in your Form ID application and the name conformance process
changes your Name, a dialog box appears (Figure 3-13: EDGAR Form ID, Conformed
Name Dialog).
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The dialog box gives you the conformed Name of Applicant that will be used when
your Form ID application is submitted. Click the [OK] button in the Conformed Name
dialog box after you have reviewed the information.

Message from webpage El

Your applicant name of "John Doe Company' has been conformed to *John
! Dioe Co" ko meek EDGAR conformance specifications, Maoke that this
conformed walue will become wour official company name upon Form ID

accepktance,

Figure 3-13: EDGAR Form ID, Conformed Name Dialog

3. The EFMW Form ID Application Confirmation page appears (Figure 3-14: EDGAR
Form ID Application Confirmation Page (Top) and Figure 3-15: (Bottom)).

This page allows you to review the information that will be sent to EDGAR after you
submit this Form ID application. It also provides a way for you to edit any incorrect
information (except for the conformed Name of Applicant), to upload/delete
attachments and to define a passphrase.

Form ID Application Confirmation

Intentional messtatements or omissions of facts constitute federal criminal viclations. See 18 U 5.C, 1001

Please carefully review and confirm your Form [D mformaton To make changes to your Form D nformation, select the
“Edit Form [D* button below:

Applicalion for EDGAR Access (Form 10)

Applicant Type: Filer
Compamy ndnadueal: Company
Cerafl Riegesiration:
Mote: This nama will become your
Corformead Mame of Applicanl Jahn Daé Ca afficial cofmpany name upan Fodm

D acoepance

909 MAPLE AVE, SUITE 508

bl ROCKWLLE, MO 20851-1324

Phone: 301-555-1234
Tax [denilcation Number 12-3456789
Fller Indormaion

Toing Business As™ MNams:

Faralgn Mamea:

999 MAPLE AVE, SUITE 506
ROCKVILLE, MO 20851-1324

Stabe of Incorporation: WA,
Fiscal ¥ear End 10531

Business Address:

Condact for EDGAR Indormaion. Inguines and Access Codes

Condact Name: JAMNE DOE

555 MOCKINGBIRD LANE, SUITE 8

b b ALEXANDRIA VA 223122447

Figure 3-14: EDGAR Form ID Application Confirmation Page (Top)
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If you want to change any of the data displayed on the EFMW Form ID Application Confirmation
page, click the [Edit Form ID] button in the middle of the page (Figure 3-15: EDGAR Form ID
Application Confirmation Page (Bottom)).

Signature Information

Signature; John Doe
Data: SMTR2012
Tibe/Position: CED

Edit Form 1D I

You currently have 0 uploaded attachmentis) To complete processing of your Form [D, you mmust attach a PDF version of a
notarized authentication document using the "Upload Delete Attachments” button below. To upload optional attachments
(such as a cover letter, comrespondence, or power of attorney) or delete previously uploaded attachments, select the
"Upload/Delete Attachment{s)" button below.

If you require additional nformation on how to format an uploaded attachment, please contact Filer Support Staff at 202-
551-8900 or refer to Chapter 5 of Vohme I1 of the EDGAR Filer Marual which discusses the guidelnes for formatting an
acceptable upload attachment.

Upload/Delets Attachmants |

Before submitting your Form 1D, vou must enter and re-enter a passphrase below. You will use this passphrase later, along
with vour new CIK, to generate vour EDGAR. access codes. It is important that vou remember this passphrase for
later use. Note that this passphrase is mot vour EDGAR Logmn password. Once vou obtain vour CIK via e-mail, this
passphrase, along with your CIK, may be used to generate vour EDGAR Login password (as well as CCC and PMAC),

* indicates required feld. Meilp for  feld may be accessed by ciicking s label
Passphrase Infermation

Passphrase®  Hole: Your passphrase must be 8 characters

|_ long and must contain al least one digit and
ane of the fallowing characters: @, £, °. or §.

Re-enler Passphrase ®

—

Once vou have confirmed the Form D information above, attached all necessary documents, and entered vour passphrase,
select the "Submit Form [D” button below.

Submit Form ID I

Exit Window I

Figure 3-15: EDGAR Form ID Application Confirmation Page (Bottom)
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The EFMW Form ID application page appears (Figure 3-16: EDGAR Form ID Application Edit
(Top)), prefilled with the data from your original Form ID application. Change any of the data
that you want, and then click the [Continue] button. Your updated Form ID application will be
re-verified; if errors remain, your updated Form ID application with any errors is displayed
(Figure 3-12: EDGAR Form ID, Errors (Top)).

Apply for EDGAR Access (New)

Intentional misstatements or omisstons of facts constiute federal crimmal violations. See 18 U.S.C.1001

Please fill m the applcation below i
* vou as an mdridual,
+ another individual whom you represent, or
* acompany that you represent
needs to file electronically with the SEC via the EDGAR system. All references to “Applicant™ on this form refer to the individual
or company that needs to file with the SEC; thus, if you represent an indnidual or company, “Applicant™ is not you but rather the
mdnidual or company that vou represent.
Note: Filing Agent applhcant type must be used ONLY by a financial prmter, law frm, or other person, which will be using
these access codes to send a filmg or porton of a flmg on behalf of a fler.

This application is for potential filers who are new to the SEC only: if the potential filer (i.e., Applicant) akready has an assigned
EDGAR. Central Index Eey (CIK), do not wse this form! In this case, refer to the EDGAR Filer Manual for more information

Form 1D (™ indicstes required field Heip for 8 field may be accessed by clicking iz iabel )

Application for EDGAR Access (Form ID)
Applicant Type

Filer -

Indicate whether the applicant is a company or indnidual
a Company Individual
Accass codes will ba used ta submit draft ragistration siatemeant pursuant 1o
JOBS Ad 5106 Fareign Private Issuer Paolicy

Hote: The Hame of Applicant must be in Enghish!
Also, the value that you enter below may be conformed to meet EDGAR standards. Click here for details.

Kame of Applicant (English language) *

John Dos Company

Mailing Street 1" Mailing Street 2
999 MAPLE AVE SUITE 506

Figure 3-16: EDGAR Form ID Application Edit (Top)
3.2.3.2 Assembling the Form ID Submission

The Form ID application must include a notarized authentication document in PDF format. The
application can include other attachments such as a cover letter or Power of Attorney. To
assemble the Form ID submission (i.e., associate any attachments with your Form ID
application), you must upload them to EDGAR.
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1. If you want to add or delete an attachment, click the [Upload/Delete Attachments]
button in the middle of the page (Figure 3-15: EDGAR Form ID Application
Confirmation Page (Bottom)).

The EFMW Upload/Delete Attachment(s) page appears (Figure 3-17: EDGAR Form
ID Upload/Delete Attachment(s) Page). This page displays a table of the uploaded
attachments and allows you to manage the attachments associated with your Form ID
application.

Upload/Delete Attachment(s)

The followmg table contams a kst of your currently attached documents. Use the "Upload Attachment” and "Delete
Attachment” buttons below the table to make modshications to thas bst.

Aftached Documents List
# [Filg Mame Type Description

Upload Attachment [ Delete Afachment I

0K

Exit Window

Figure 3-17: EDGAR Form ID Upload/Delete Attachment(s) Page

2. To add an attachment, click the [Upload Attachment] button. (Any attachments you
plan to include should already have been prepared and saved in the appropriate format

prior to assembling your Form ID submission.) For example, the completed and
printed Form ID application must be signed, notarized, and scanned as a PDF

document ready for upload. Optional attachments such as a cover letter or a Power of
Attorney must be in ASCII or HTML format.

Notes:

(1) Scanned, notarized Form ID authentication document should be attached as
CORRESP document type.

(2) Document attachments must conform to the following standards:

» The document file name must be in lower case and no longer than 32
characters in length. The name must start with a letter (a-z) and not contain
spaces. File names may contain digits (0-9), up to one period (.), one hyphen
(-), and one underscore (_) character.

» The PDF document attachment must not contain active content (Actions,
embedded JavaScript, etc.), external references (Destinations, Hyperlinks,
etc.), and passwords or document security controls. Refer to Chapter 5,
Section 5.2, of Volume II of the Filer Manual for EDGAR standards on
document formats.
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The Upload Attachment page appears (Figure 3-18: EDGAR Form ID Upload
Attachment Page).

3. Enter the appropriate information in the data entry fields, and then click the [Upload]
button (to return to the Upload/Delete Attachment(s) page without uploading an
attachment, click the [Cancel] button).

The EFMW Upload/Delete Attachment(s) page appears (Figure 3-17: EDGAR Form
ID Upload/Delete Attachment(s) Page) with your new attachment displayed in the
table.

Upload Attachment

To complete processing of your Form ID, vou must upload a notanized authentication document. Your Form D will not be
processed if this document is not received. Your authentication document st be a PDF attachment that is submitted with
your Form D

Enter the attachment information in the fields below and then select the "Upload” button. Note that only ASCII text, HTML
or PDF documents can be uploaded. These documents must have the appropriate file name extension (_txt, htm or pdf
respectively), and document type (COVER for cover letter, CORRESP for comrespondence, and EX-24 for power of
attornev). Please note that PDF documents nmst use the CORRESP document tvpe. To retum to the "Upload Delete
Attachment{s)" screen without uploading an attachment, select the "Cancel” button.

* indicates required field, Help for a field may be accessed by clicking its label

Aftachment information I

Fila Mame * | Browss.. |

Type

Upload | Cancel I

Exit Window |

Figure 3-18: EDGAR Form ID Upload Attachment Page

4. To delete an attachment, select the radio button to the left of the attachment you wish
to delete and click the [Delete Attachment] button. The selected attachment will be
discarded and its entry in the table on the Upload/Delete Attachment(s) page will be
removed.

5. Continue to add or delete attachments until you are satisfied, and then click the [OK]
button to return to the Form ID Application Confirmation page.
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3.2.4 Defining a Passphrase

The passphrase is a new EDGAR security code that is used to generate (or regenerate) the
EDGAR access codes needed to make filings via EDGAR with the SEC. The passphrase is not
used to log on to the EDGAR Filing or OnlineForms/XML websites. The passphrase allows a filer
to generate a new set of EDGAR access codes if/when they are forgotten. (Refer to Section 4.1.1,
Requesting an EDGAR Passphrase, for more information.)

It is important to remember that the passphrase and the EDGAR access codes are not assigned to
the requestor of the Form ID, but to the applicant.

The last step prior to submitting your Form ID application to the SEC is to specify a passphrase.
Please remember your passphrase. For security reasons, it cannot be recovered after the Form ID
application window has been exited.

Note: Defining a passphrase must be the last step before submitting a Form ID application to the
SEC. If you enter a passphrase and then click the [Edit Form ID] or [Upload/Delete
Attachments] button, the passphrase is discarded. This sequence of steps helps ensure the
security of the passphrase.

1. To specify your passphrase, enter it in the data entry fields near the bottom of the Form
ID Application Confirmation page (Figure 3-19: EDGAR Form ID Application
Confirmation Page (Bottom)). For security reasons, your passphrase must be eight
characters in length and contain at least one digit and one of the following characters:

{@, #, *, $}.

Before submitting vour Form ID, you mmst enter and re-enter a passphrase below. You will use this passphrase later, along
with vour new CIK, to generate vour EDGAR access codes. It is important that vou remember this passphrase for
later use. Note that this passphrase is not vour EDGAR Login password Once you obtain vour CIK via e-mail, this
passphrase, along with vour CIK, may be used to generate your EDGAR Login password (as well as CCC and PMAC).

* indicales required feld. Help for 8 feld may be accessed by ciicking its label
Passphrasa Information
Pazsphraze*  Note Your passphrase must be 8 characters
i—— long and must contain atleast one digit and
one of the following characters: @.#, ", or 5

Re-enter Passphrase ®

——

Once vou have confirmed the Form ID information above, attached all necessary documents, and entered your passphrase,
select the "Submit Form ID" button below.

Submit Forrn 1D |

BExit Window I

Figure 3-19: EDGAR Form ID Application Confirmation Page (Bottom)
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3.2.4.1 Submitting a Form ID Application

You are ready to submit the Form ID application to the SEC once you have completed the Form
ID application, added the required notarized authentication document and any additional
attachments, and specified a passphrase.

Consider this step carefully: You cannot easily retract the Form ID application after it has been
submitted. If you decide that you do not want to submit the Form ID application, close the
browser window by clicking the [Exit Window] button at the bottom of the Form ID Application
Confirmation page. If you close the window, all of the data that you have entered on the Form ID
application and any attachments will be discarded.

I.

To submit your Form ID application, click the [Submit Form ID] button at the bottom
of the Form ID Application Confirmation page (Figure 3-19: EDGAR Form ID
Application Confirmation Page (Bottom)).

A dialog box appears (Figure 3-20: EDGAR Form ID, Submittal Dialog) asking you to
confirm that you want to submit the Form ID application. If you do not want to submit
it, click the [Cancel] button and the dialog box will disappear; otherwise, click the
[OK] button to submit the Form ID application to the SEC.

Message from webpage El

9 Your Form ID application will now be submitted to
J'/ EDGAR for processing. Do wou want ko conkinue?

(o] 4 I Cancel |

Figure 3-20: EDGAR Form ID, Submittal Dialog

Note: After you click the [OK] button, the Form ID application is submitted to the
automated submission processing portion of the EDGAR system. This is the
start of the acceptance process; your subsequent actions in this browser window
will not affect this process. However, the acceptance process for your Form ID
cannot be completed until your authentication document (scanned PDF) has
been reviewed by the Branch of Filer Support. Refer to Section 3.2.5,
Authentication Documentation, for more information.

The EFMW Form ID Application Acknowledgment page appears (Figure 3-21:
EDGAR Form ID Application Acknowledgment Page). This page provides the
Accession Number for the submission (use this number when referring to this
submission) and lists the Form ID information that was submitted).

Note: The Accession Number is a unique code assigned to your Form ID submission.
It has a format of: 9999999996-[ Year]-[ Sequence Number]

Click the [Print Window] button near the bottom of the page to print this page to make
a copy for your records and to use as your Authentication documentation.
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Form ID Application Acknowledgment

vour new CIK), or rejected (and nchde the reason whyv).

Application far EDGAR Access (Form 100
Applicant Typa: Filer
Companyindiidual Company
Draft Registration:
Conformed Mame of Applicant Jahn Dae Ca

= G20 MAPLE AVE. SLNTE 506
Mailing Address: ROCKVILLE. MO 20854-1324
Phaone: 301-555-1234
Tax |dentification Mumber 12-3456TBO

Filer Information
"Dolng Business As™ Wame:
Foreign Mamea:

; ! GO0 MAPLE AVE. SINTE 508
Business Address: ROCKVILLE, MO 20851-1324
State of Inconporation: VA
Fizcal Year End: 1031

Contact for EDGAR Information, inquiries and Access Codes

Contact Mame: JANE DDE

555 MOCKIMGEIRD LANE, SUITE &
RS A ALEXANDRIA, VA 22312-2847
Contact Phione: T03-555-1234
E-miail Address: e miailadines s @8y com

Contad for SEC Account Information and Billng invoices

Contact Mames: JO#HN DODE
888 MAPLE AVE. SUNTE 506

Contact Address: ROCKVILLE, MD 208511324
Contact Phong: 301-555-1234

Sapnature Informialion
Signature: John Doe
Date: RE20F2012
T &P os il on CED

Print Window

Create Mew, Blank Form ID | i Create Mew, Pre-filled Form ID

Ext Window

Your Form ID was saccessfully submitted. Your accession number for this submission is 9999999996-12-000267.

After Fler Support has reviewed vour applicabon vou will recenve an &-mail mforming vou that vour request was ather accepted (and mchide

If you have anyv questons regarding the stanss of vouwr Form [D appbeation, please contact Filer Suppost at (202) 551-8900

Figure 3-21: EDGAR Form ID Application Acknowledgment Page
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2. Click the [Exit Window] button near the bottom of the Form ID Application

Acknowledgment page to finish the process by closing the browser window.

A dialog box appears (Figure 3-22: EDGAR Form ID, Exit Window Dialog) asking
you to confirm that you want to exit the browser window. If you do not want to exit,
click the [Cancel] button and the dialog box will disappear; otherwise, click the [OK]
button and the browser window will be closed and the previously entered Form ID
information and any attachments (documents) will be discarded.

Message from webpage i x|
9P

..r/ Are wou sure you wank to exik this window?

ok I Cancel |

Figure 3-22: EDGAR Form ID, Exit Window Dialog

3.2.4.2 Starting Another Form ID Application

If you would like to start another Form ID application, directly from the Form ID Application
Acknowledgment page, click one of the buttons provided for this purpose near the bottom of the
page (Figure 3-21: EDGAR Form ID Application Acknowledgment Page).

3.24.2.1

Create New, Blank Form ID

This option returns you to the Form ID Application page (in the same browser window) and
deletes all of the data that you had previously entered. Use this capability when you need to
submit another Form ID application for a company or person whose information is different from
that previously entered.

1.

Click the [Create New, Blank Form ID] button near the bottom of the Form ID
Application Confirmation page.

A dialog box appears (Figure 3-23: EDGAR Form ID, New Blank Form Dialog)
warning you that the previously entered Form ID information and any attachments
(documents) will be cleared if you continue. If this is not your desire, click the
[Cancel] button on the dialog box.

Message from webpage F bt

9 The data and documents entered previously will
“-f'_'(" be cleared, Conkinue creating new Form IDF

oF I Cancel |

Figure 3-23: EDGAR Form ID, New Blank Form Dialog

If you would like to start a new, blank Form ID application, click the [OK] button on
the dialog box. The EFMW Apply for EDGAR Access (New) page appears in the
same browser window without any of the previously entered data. Follow the previous
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instructions (Section 3.2, New SEC Filer: Applying for EDGAR Access) to compose
and submit this new Form ID application.

3.2.4.2.2 Create New, Pre-filled Form ID

After submitting one Form ID application, the Create New, Pre-Filled Form ID option returns you
to the Form ID Application page (in the same browser window) and prefills all of the data entry
fields with the data that you had previously entered, except for the Name of Applicant or Name of
Individual (as appropriate). Use this capability when you need to submit another Form ID
application for a company or person whose information is materially the same as that previously
entered.

1. Click the [Create New, Pre-filled Form ID] button near the bottom of the Form ID
Application Confirmation page.

A dialog box appears (Figure 3-24: EDGAR Form ID, New Pre-filled Form Dialog)
warning you that the previously entered Form ID information and any attachments
(documents) will be retained if you continue. If this is not your desire, click the
[Cancel] button on the dialog box.

Message from webpage 5[

<2 The data and documents entered presiousky wil
H—'/ be retained. Continue creating new Form ID?

Ik I Cancel I

Figure 3-24: EDGAR Form ID, New Pre-filled Form Dialog

If you would like to start a new, prefilled Form ID application, click the [OK] button
on the dialog box. The EFMW Apply for EDGAR Access (New) page appears in the
same browser window with all of the previously entered data except for the Name
(which is empty). Follow the previous instructions (Section 3.2, New SEC Filer:
Applying for EDGAR Access) for composing and submitting this new Form ID
application.

3.2.5 Authentication Documentation

The Form ID application must be supplemented with additional verification to help ensure that
the application is authentic. Accordingly, the applicant is required to attach a manually signed,
notarized, and scanned PDF file to their electronic Form ID.

Note: A fillable PDF Form ID is provided for this purpose on the SEC’s Public Site.
3.2.6 Application Acceptance and Applicant Notification

After the SEC receives both the electronic Form ID application and the attached authentication
documentation, the SEC will authenticate the request. A notification message stating the SEC’s
disposition of the application will be sent to the e-mail address provided in the “Contact for
EDGAR Information” part of the Form ID. The disposition will be either “accepted” or
“rejected.”
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If the application was accepted, the e-mail message will include but will not be limited to the
following information:

e Text saying that the Form ID was accepted by the SEC

e The new Central Index Key [CIK]

e Basic directions for how to generate EDGAR access codes
e The URL of the EDGAR Filer Management Website

If the application was rejected, the e-mail message will include but will not be limited to the
following information:

e Text saying that the Form ID was rejected by the SEC
e The reason that the application was rejected
e Basic instructions on how to resolve the issues

3.3  Current SEC Filer: Applying for EDGAR Access

This section explains the process of applying for access to EDGAR for applicants who are
currently filing with the SEC, unless they seek to file in a different capacity (e.g., “individual,”
“filing agent,” or “training agent”). Other filers should follow the instructions in Section 3.2, New
SEC Filer: Applying for EDGAR Access.

3.3.1 Current Paper Only Filer

Note: The “applicant” is the company or individual who is required to file with the SEC, not
necessarily the person who is filling in the form (although it could be). The term
“requestor” is used to refer to the person who is filling in the form.

This section outlines the process for composing and submitting an EDGAR access request using
the EFMW when the applicant currently makes paper filings (only) with the SEC and wants to
start to file electronically. Before beginning, ensure that you know the Central Index Key (CIK)
of the applicant. If you do not know the CIK, you can look up the applicant by name by
connecting to the EDGAR Company Database at URL

http://’www.edgarcompany.sec.gov

and clicking the [Company Search] button. The CIK is one of the items returned by querying this
database.
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3.3.1.1 Converting from Paper to Electronic Filer

To convert from a Paper Only Filer to an Electronic Filer, you must submit the EDGAR access
request. This is accomplished as follows:

1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the EDGAR
Filer Management Website.)

2. Click ‘Convert Paper Only Filer to Electronic Filer’ in the menu bar.

A new browser window opens with the data entry page for the EDGAR access request
(Figure 3-25: EDGAR Convert Paper Only Filer to Electronic Filer Page).

Refer to Section 3.2.2.1, Data Entry Conventions, for the standards used on all of the
EFMW pages.

4. Enter the required data (CIK, passphrase and e-mail address).

Refer to Section 3.2.4, Defining a Passphrase, for more detailed description of the
passphrase. For security reasons, the passphrase must be eight characters in length and
contain at least one digit and one of the following characters: @, #, *, $.

5. Click the [Continue] button near the bottom of the page after entering the data.

Convert Paper Only Filer to Electronic Filer

Intentional mizstatements o emisssons of faces consenge federal crmmnal violations. See 183 U 5.C 1001

To comvert from a paper oody filer to an electromc B, you must enter your CIE, a passploase, and an e-mad address
below. You will use your CIK and passpirase later to generate vour EDGAR aceess codes. It is important that vou
remember this passphrase for later use Note that this passphease i not vour EDGAR Logn password. Once you have
received a confirmation ¢-mal, thes passphrase, slomg with your CIK, may be used 1o generate youwr EDGAR Logs
password (as wel as COC and PMAC)

* ircahas reauired Seld . Hain for & feld may Ba socassed by elcking 45 fabed
CIRF 335 pIw a8 @ Informaton
CIK*

Passpihrase ® Hobi: Your passphease must Be B charates
long and muat contain at least eni digt and
one of tha following characers @, 8. ", or'§

Ae-gnter Passphrase *

Hote: The E-mail address Below is whins pour Conbermaion will ba
el afler Submission and réseny. 168 viry impanant hal you arder
it correcly. Ta hislp enduns S0CUFACY, ou must antss i haice

E-minll Address "

Re-gnber E-mail Addrass

| Exa Window
el

Figure 3-25: EDGAR Convert Paper Only Filer to Electronic Filer Page
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The EDGAR Convert Paper Only Filer to Electronic Filer Confirmation Page opens
(Figure 3-26: EDGAR Convert Paper Only Filer to Electronic Filer Confirmation
Page). This page serves as the authentication document for the process.

Convert Paper Only Filer to Electronic Filer Confirmation

To complete processing of your Convert Paper Only Filer to Electronic Filer request, you must attach a PDF version of a
notarired authentication document using the "Upload Dielete Attachment” button below. You must click the Submit button
after vou upload vour document.

1f you have any questions regarding the status of your Comvert Paper Only Filer to Electronic Filer application, please contact
Filer Support at (202) 551-8900. After the SEC has reviewed an application, an e-mail will be sent to the email address on file
with EDGAR informing the company that the request was either accepted or rejected (to inchide a reason why the application
was rejected).

CIE: 0001118503
Name Associated with CIK: DONNIE TEST CORP FOUR
Current Company Mailng Address: 12345 EASTWAY DRIVE, CHARLOTTE, NC 28205
Contact Person:
Contact Telephone Number:

Signature of Authonzed Person: MNotarv Signature & Seal to be Placed Here:

Prmted Name of Signature:

Title of Person Signing-

Print Window |

Uplaad/Dealete Atachment |

Submt
Ext Window |

Figure 3-26: EDGAR Convert Paper Only Filer to Electronic Filer Confirmation Page
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6. Click the [Print Window] button near the bottom of the page to print the authentication
document. The printed document must be signed and notarized.

7. Scan the authentication document and save it in PDF format. Then, click the
[Upload/Delete Attachments] button on the Convert Paper Only Filer to Electronic
Filer Confirmation Page.

Note: The document for uploading must be in PDF format. The acceptance process
cannot be completed until you submit the authentication document to the SEC;
refer to Section 3.3.1.2, Authentication Documentation, for more information.

The EDGAR Upload/Delete Attachment Page opens (Figure 3-27: EDGAR
Upload/Delete Attachment Page). This page is used to manage the attachment
associated with your EDGAR access request.

Upload/Delete Attachment

The following table contains displavs vour attached document Use the “Upload Attachment™ and “Delete Attachment™
buttons below the table to make modifications to this table.

Altached Document List

# File Nama Type Description
Upload Atachment ] | Delete Aftachment
Exit Window

Figure 3-27: EDGAR Upload/Delete Attachment Page

8. To add an attachment, click the [Upload Attachment] button. The EDGAR Upload
Attachment page opens (Figure 3-28: EDGAR Upload Attachment Page).
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Upload Attachment

Enter the attachment information i the fields below and then select the “Upload”™ button. Note that only PDF documents can
be uploaded. These documents must have the appropriate file name extension (. pdf). To retom to the “Upload Delste
Attachment” screen without uploading an attachment, select the “Cance!” button.

* indicates required field. Help for a field may be accessed by clicking its labet

Altachment Infarmation
File Mama * Broese.
Typa

Dascriplion

I Upload T [ Cancal ]

Exat Window

Figure 3-28: EDGAR Upload Attachment Page

9. Click the [Browse] button to select the attachment. Only a PDF document can be
uploaded. The document must have the .pdf file extension.

To cancel an attachment, click the [Cancel] button; to close the browser window, click
the [Exit Window] button.

Note: The Type field defaults to CORRESP and it is non-editable. Refer to
Section 3.2.3.2 for EDGAR standards on document attachments.

10. Enter a description for the attachment, and click the [Upload] button.

The EDGAR Upload/Delete Attachment Page opens and the new attachment is
displayed in the Attached Document List table.

11. Continue to add or delete the attachment as needed, and then click the [OK] button.
Only one authentication attachment is allowed.

Note: The maximum size of a Convert Paper Only Filer to Electronic Filer
submission, including the attachment, must not exceed 200 MB.
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Upload/Delete Attachment

The following table displays vour attached document. Use the "Upload Attachment” and "Delete Attachment”™ buttons below
the table to make modifications to this table.

Altached Document List |
| # iFiIe MName I Type \Description
| & | 1 |authentication.pdf CORRESP |suthentication Document
Upload Aachmeant ! Delete Atachment I

o |

Exit Window |

Figure 3-29: New attachment in the Attached Document List table

The Convert Paper Only Filer to Electronic Filer Confirmation Page opens. (Figure
3-30: EDGAR Convert Paper Only Filer to Electronic Filer Confirmation Page
(Bottom))
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Signature of Authorized Person: Notary Signature & Seal to be Placed Here:

Prnted Name of Signature:

Title of Person Signing:

Print Window |

Upload/Delete Atachment |

Submit
Bt Window I

Figure 3-30: EDGAR Convert Paper Only Filer to Electronic Filer Confirmation Page (Bottom)

12. Click the [Submit] button (Figure 3-30: EDGAR Convert Paper Only Filer to
Electronic Filer Confirmation Page (Bottom)) to submit the Convert Paper Only Filer
to Electronic Filer request.

A dialog box displays asking for confirmation. (Figure 3-31: EDGAR Convert to
Electronic Filer, “Continue” Dialog Box). To submit the request to EDGAR for
processing, click the [OK] button; to cancel the request, click the [Cancel] button.

Message from webpage I 5[

Your convert paper anly filer to electronic requesk will
- nows be submitted ko EDGAR For processing. Do you
wank to continue?

Ik I Cancel

Figure 3-31: EDGAR Convert to Electronic Filer, “Continue” Dialog Box

JuneQOctober 2014 3-39 EDGAR Filer Manual (Volume I)



DRAFT

Note: After you click the [OK] button, the Convert Paper Only Filer to Electronic
Filer request is submitted to the automated submission processing portion of the
EDGAR system. This is the start of the acceptance process; any subsequent
actions in this browser window will not affect this process.

The EFMW Convert Paper Only Filer to Electronic Filer Acknowledgment page
appears (Figure 3-32: EDGAR Convert Paper Only Filer to Electronic Filer
Acknowledgment Page). This page provides the Accession Number for the submission
- use this number when referring to this submission.

Convert Paper Only Filer to Electronic Filer Acknowledgment

Your request was successfully submitted. Your accession number for this submission is 0001118503-12-000003.

The Filer Support Branch will review your request and dispositon it. You will recenve an e-mail message at vour e-mail
address of record informing you of the SEC's decision. If your request was accepted, the message will indicate that the
passphrase that you specified in this request has been activated and you can proceed to use your CIK and passphrase to
generate a new set of EDGAR access codes; ff your request was rejected, the message will mdicate why. If vou have any
questions regarding the status of vour passphrase request, please contact the Filer Support Branch at (202) 551-8900

Print Window |

Exit Window I

Figure 3-32: EDGAR Convert Paper Only Filer to Electronic Filer Acknowledgment Page

13. Click the [Exit Window] button to complete the process and close the browser
window.
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3.3.1.2 Authentication Documentation

The Convert Paper Only Filer request must be supplemented with an additional authentication
document to ensure that the request is authentic. The authentication document must be signed and
notarized, and include the following information:

CIK

Name associated with that CIK
Current Company Mailing Address
Contact Person

Contact Telephone Number
Signature of authorized person
Printed Name of Signature

Title of Person Signing

3.3.1.3 Request Acceptance and Applicant Notification

After the SEC receives both the electronic Convert Paper Only Filer to Electronic Filer request
and the attached authentication documentation, the SEC will authenticate the request. A
notification message stating the SEC’s disposition of the request will be sent to the e-mail address
provided in the request. The disposition will be either “accepted” or “rejected.”

If the request is accepted, the e-mail message will include but will not be limited to the following
information:

Text saying that the request was accepted by the SEC
Text stating that the specified passphrase was activated
Basic directions for how to generate EDGAR access codes

Instructions on how to review and update your company information (e.g., Business
Address) to ensure that it is accurate and up-to-date

The URL of the EDGAR Filer Management Website

If the request is rejected, the e-mail message will include but will not be limited to the following
information:

Text saying that the request was rejected by the SEC
The reason that the request was rejected

Basic instructions on how to resolve the issue
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3.3.2 New Serial Company

Note: The “applicant” is the company or individual who is required to file with the SEC,
not necessarily the person who is filling in the form (although it could be). The term
“requestor” is used to refer to the person who is filling in the form.

A serial company is created as a result of a “parent” company filing a Form 424B¢ or 424H using
a serial tag, with the SEC. When the 424B or 424H submission is accepted by the SEC, the serial
company is created in EDGAR and a [new] CIK is assigned. However, the act of creating the
serial company in EDGAR does not automatically result in EDGAR access for the new company:
the new serial company must request access to EDGAR. This section outlines the process for
composing and submitting an EDGAR access request using the EFMW when the applicant is a
newly created serial company.

Before beginning, ensure that you know the Central Index Key (CIK) of the applicant (it will be
specified in the notification message sent to the parent company by EDGAR after the SEC
accepts the Form 424B or 424H). If you do not know the CIK, you can look up the serial company
by name using the EDGAR Company Database at URL:

http://’www.edgarcompany.sec.gov

and clicking the [Company Search] button. The CIK is one of the items returned by querying this
database.

Note: The EDGAR Company Database is updated nightly so it will be populated with the new
serial company’s CIK no earlier than the day after the 424B or 424H that created it is
accepted.

3.3.2.1 Composing the New Serial Company Access Request

To compose a new serial company access request, bring up the EDGAR access request data entry
form. This is accomplished as follows:

1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the EDGAR
Filer Management Website.)

2. Click ‘EDGAR Access for New Serial Companies’ in the menu bar.

3. A new browser window opens and the data entry page for the EDGAR access request
appears (Figure 3-33: EDGAR Access for New Serial Companies Page).

Refer to Section 3.2.2.1, Data Entry Conventions, for the standards used on all of the
EFMW pages.

6 “424B” is a shorthand reference for Forms 424B1, 424B2, 424B3, 424B4, 424B5, 424B6, 424B7, and 424B8.
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EDGAR Access for New Serial Companies

Intermonal musstatements or omussions of facts constnute federal crummnal violanons, See 18 U S C. 1001

To obtain access codes for a senal company, you mmst enter the serial company’s CIK, a passphrase, and an e-mail address
below. You will use this CIK and passphrase later to generate the EDGAR access codes for that senial company. It is
important that vou remember this passphrase for later use. Note that this passphrase is not the serial company’s
EDGAR Login password Once you have recefved a confirmation e-mail, this passphrase, along with the CIK, may be nsed
to generate the serial company's EDGAR. Logn password (as well as CCC and PMAC),

* indicates reguired field, Help for & field may be accessed by clicking its fabel
Serial Company CIK/Passphrase Information

Serial Company CIK *

—

Passphrase * Hote: Your passphrase musl be 8 characters

long and must contain at least one digit and
[ oni of the following charadlers. @, # ", or 5.

Re-gnter Passphrase

.

Hote: The E-mail address below is where your confirmation will be
sent after submission and review, I i very important that vou enter
it comreciy. To help ensure acouracy, you must enter it twice

E-mail Address *

I

Re-anter E-mail Address ®

I

Continue |

BExat Window I

Figure 3-33: EDGAR Access for New Serial Companies Page

4. Enter the required data (CIK, passphrase and e-mail address)

Refer to Section 3.2.4, Defining a Passphrase, for a more detailed description of the
passphrase. For security reasons, the passphrase must be at least eight characters in
length and contain at least one digit and one of the following characters:{@, #, *, $}.

5. Click the [Continue] button near the bottom of the page when you are satisfied with
the data that you entered.

The EDGAR Access for New Serial Companies Confirmation page appears. (Figure
3-34: EDGAR Access for New Serial Companies Confirmation Page). This page
serves as the authentication document for the process.
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EDGAR Access for New Serial Companies Confirmation

To complete processing of vour EDGAR. Access for New Senal Companies request, vou must attach a PDF version of a
notarized avthentication document using the "Upload Delete Attachment” button below You must click the Submit button
after vou upload your decument.

If vou have any questions regarding the status of yvour EDGAR Access for New Senal Companies request, please contact
Filer Support at (202) 551-8900. After the SEC has reviewed an application, an e-mail will be sent to the email address on
fil= with EDGAR informing the company that the request was either accepted or rejected (to inchide a reason why the
application was rejectad).

CIE: 0001125196
Name Associated with CIK: DONNIE SERIAL COMPANY2

Current Company Mailing Address: 126 NSAR GEN OAK STREETS, APT 888, CENTREVILLE NSAR,
A3 A33033

Contact Person: TESTER. ONE
Contact Telephone Number: 1232322332

Signature of Authorized Person: Notary Signature & Seal to be Placed Here:

Printed Name of Signature:

Title of Person Signing:

Print Window |

Upload/Delete Atachment |

Submit

Exit Window [

Figure 3-34: EDGAR Access for New Serial Companies Confirmation Page
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6. Click the [Print Window] button near the bottom of the page to print the authentication
document for the process. The printed document must be signed and notarized.

7. Scan the authentication document and save it in PDF format. Then, click the
[Upload/Delete Attachment] button on the EDGAR Access for New Serial Companies
Confirmation page.

Note: The acceptance process cannot be completed until you submit the authentication
document to the SEC; refer to Section 3.3.2.2, Authentication Documentation,
for more information.

The EDGAR Upload/Delete Attachment page opens. (Figure 3-35: EDGAR
Upload/Delete Attachment Page). This page is used to manage the attachment
associated with your EDGAR request.

Upload/Delete Attachment

The followmg table displays your attached document. Use the "Upload Attachment” and "Delete Attachment” buttons below
the table to make modifications to this table.

Attached Document List

# |File Nama Type |Description

Upload Atachment | Delete Attachment

OK

Exit Window I

Figure 3-35: EDGAR Upload/Delete Attachment Page

8. To add an attachment, click the [Upload Attachment] button. The EDGAR Upload
Attachment page opens. (Figure 3-36: EDGAR Upload Attachment Page).
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Upload Attachment

Enter the attachment mformation m the fields below and then select the "Upload” button. Note that only PDF documents can
be uploaded. These documents must have the appropriate file name extension ( pdf). To retum to the "Upload Delate
Attachment” sereen without uploading an attachment, select the "Cancel” button.

* indicales required figdd. Help for a fiedd may be accessed Dy chicking its label

Anachment Information

File Mame * | Browse.. |
Type -1

Deseription |

Upload | Cancal I

Exit Window l

Figure 3-36: EDGAR Upload Attachment Page

9. Click the [Browse] button to select the attachment. Only one document can be
uploaded and the document must have the .pdf file extension.

Note: The Type field for the document defaults to CORRESP and is non-editable.
Refer to Section 3.2.3.2 for EDGAR standards on document attachments.

To cancel an attachment, click the [Cancel] button; to close the browser window, click
the [Exit Window] button.

10. Enter a description for the attachment and click the [Upload] button. The EDGAR
Upload/Delete Attachment page opens and the new attachment is displayed in the
Attached Document List table.

11. Continue to add or delete the attachment as needed, and then click the [OK] button.
The EDGAR Access for New Serial Companies Confirmation page appears.

12. Click the [Submit] button to submit the New Serial Company Access request.

A dialog box appears (Figure 3-37: EDGAR New Serial Company Access, “Continue”
Dialog) asking you to confirm that you want to submit the request. To submit the
request to EDGAR for processing, click the [OK] button; to cancel the request, click
the [Cancel] button.
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Message from webpage El

<P Your serial company request will now be submitked
'*--n-"() ko EDdGAR For processing. Do wou want ko conkinue?

Ik I Zancel |

Figure 3-37: EDGAR New Serial Company Access, “Continue” Dialog

Note: After you click the [OK] button, the EDGAR Access for New Serial Companies
request is submitted to the automated submission processing portion of the
EDGAR system. This is the start of the acceptance process; your subsequent
actions in this browser window will not affect this process.

The EFMW EDGAR Access for New Serial Companies Acknowledgment page
appears (Figure 3-38: EDGAR Access for New Serial Companies Acknowledgment

Page). This page provides the Accession Number for the submission - use this number
in the future when referring to this submission.

EDGAR Access for New Serial Companies Acknowledgment

Your request was successfully submitted. Your accession number for this submission is 0001125196-12-000005.

The Filer Support Branch will review your request and disposition it. You will recenve an e-mail message at your e-mail
address of record mforming you of the SEC's decision. If your request was accepted, the message will indicate that the
passphrase that you specified in this request has been activated and vou can proceed to use your CIK and passphrase to
generate a new set of EDGAR access codes; if your request was rejected, the message will mdicate why. If you have any
questions regarding the status of your passphrase request, please contact the Filer Support Branch at (202) 551-8900.

Exit Window

Figure 3-38: EDGAR Access for New Serial Companies Acknowledgment Page

Note: The Accession Number is a unique code assigned to your submission. It has a
format of: 9999999996-[Year]-[Sequence Number].

13. Click the [Exit Window] button to complete the process and close the browser
window.
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3.3.2.2 Authentication Documentation

The EDGAR Access for New Serial Companies must be supplemented with an additional
authentication document to ensure that the request is authentic. The authentication document must
be signed and notarized, and include the following information:

e CIK
e Name associated with that CIK
e Name of the contact person for purposes of this request
e Contact person of the parent company on database
e Contact telephone number of the parent company on database
e Accession number of the 424B or 424H filing that created the serial company
e Printed or typed signature of authorized person
3.3.2.3 E-mail Notification of Acceptance or Rejection

After the SEC receives both the electronic EDGAR Access for New Serial Companies request
and the associated authentication documentation, the SEC will authenticate the request. A
notification message stating the SEC’s disposition of the request will be sent to the e-mail address
provided in the request. The disposition will be either “accepted” or “rejected.”

If the request is accepted, the e-mail message will include but will not be limited to the following
information:

e Text saying that the request was accepted by the SEC

e Text stating that the specified passphrase was activated

e Basic directions for how to generate EDGAR access codes
e The URL of the EDGAR Filer Management Website

If the request is rejected, the e-mail message will include but will not be limited to the following
information:

e Text saying that the request was rejected by the SEC
e The reason that the request was rejected
e Basic instructions on how to resolve the issue

34 Creating an Asset Backed Securities Issuing Entity

Request Asset-Backed Securities (ABS) Issuing Entities Creation allows an Asset-Backed
Securities Depositor to request the creation of up to 100 related Issuing Entities. The depositor
must have a SIC code 6189 in order to initiate this request.

Note: It is advisable to limit the number of companies specified in any one request. If there is a
problem with the appropriateness of one of the names of the Issuing Entities, your request
may be rejected. If this happens, then you must resubmit your entire request.
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Once you have logged into EDGAR and accessed the Retrieve/Edit Company and Submission
Data page, you can prepare a request to create ABS Issuing Entities:

1. Login to EDGAR.
2. When you reach the EDGAR Welcome page, click ‘Retrieve/Edit Data’.

3. Figure 3-39: Retrieve/Edit Data Page appears, and prompts you for your CIK and CCC
information:

» Enter your CIK in the CIK field and press [Tab].
= Enter your CCC in the CCC field.
» Click the [Continue] button.

Retrieve/Edit Data
ClK and CCC Request

| v

Enter a Company CIK and CCC

You must enter a valid CIK and CIK Confirmation Code (CCC) before continuing.
The following screens will allow you to retrieve, view and update information 2
related to the CIK value entered.

Continue |

Figure 3-39: Retrieve/Edit Data Page
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Figure 3-40: Retrieve/Edit Company and Submission Data Page appears.

Retrieve/Edit Company and Submission Data

CIK: 0000350001

Please select one of the following options:

¢ Retrieve Submission Information "¥2¢ Vore =/*

*Sae Norg =2

# Retrieve Company Information
® Retrieve Module/Segment Information

® Reirieve Return Copies

® Enter Series and Classes (Contracts) Information

® Request Asset-Backed Securities (ABS) Issuing Entities Creation

® Request Return of Unvsed Funds

® Retrieve Balance Information

® View Account Activity Statement

® Change Company Password or CCC

® Enter Another CIK/CCC

*Wore 2l Information will only be returned for submissions where the CIK (identified in the upper
laoft corner of this page) is either the Filer CIK or Login CIK of the related submission.

*Note =2 For general company queries (inchiding wildcard searches), please search the EDGAR
Company database.

Figure 3-40: Retrieve/Edit Company and Submission Data Page
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4. Click ‘Request Asset-Backed Securities (ABS) Issuing Entities Creation’. The Add
ABS Issuing Entities page appears, as shown in Figure 3-41: Add ABS Issuing
Entities Page.

Add ABS Issuing Entities

Depasitor CTE: GO ACRCHCHORRCR
Depotitor Company Nume: Sunaple Depogtor Inc

* mibe ates rrqtﬂ:ed Hald
Inbenbonal masstatements of eenirnons of [acts constmse federal crammad wolatons. See 18 U.SC.100]

Hote: The "Compatry Marne® st be m Enghahl Aleo, the valoe that wou enber below will be conformed to meet EDGAR.
standards. Chele here for detmls
Campafy Mama®

Note The E-mal address below 12 where o corfrmation el be sent after submasnon and reveewr, s wiry enportant that you
enfer & cormecty. To help ennare accuracy, you must ofder it twace

E-mail Address:®

Rop-grdet E-rmil Address *

Note: Your passphrase must be B characters long and must contam at least one digit and one of the followang characters -@!. Rt
cr § Please yemember the passpluase as vou type as the passpluase will not be displayed

Pasiphraso”

Rre-enber Pagsphuaise *

[ Add Angthir Compermy ]

[ oe | [ Conem
1 |

Figure 3-41: Add ABS Issuing Entities Page
5. For each Issuing Entity to be created, you must provide the following information:
s Company Name:

Note: This “Company Name” must be in English! Also, the value that you enter will
be conformed to meet EDGAR standards. These standards can be accessed by
clicking on the link in the note above the Company Name field.

m E-mail Address
m Re-enter E-mail Address
» Passphrase

Note: Your passphrase must be eight (8) characters long and must contain at least one
digit and one of the following characters: @, #, *, or $. Please remember the
passphrase as you type, as the passphrase will not be displayed.

= Re-enter Passphrase

On this screen, required fields are indicated by an asterisk (*). If you do not fill in all
required fields, you will be prompted with an error upon submission. If you want to
cancel the changes, click the [Cancel] button at any time. If you do cancel your request
then you will lose all data you entered in the request.
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6. Once you have completed the required information you can either add another
company by clicking the [Add Another Company] button; or, you can go on to the
next step by clicking the [OK] button.

7. When you click the [OK] button the “Request ABS Issuing Entities Creation
Information” page will be displayed showing each requested company with its
conformed name and e-mail address as shown in Figure 3-42: Request ABS Issuing
Entities Creation Information Page

Request ABS Issuing Entities Creation Information

Drepsiter CTE: f ]
Drepositor Company Name: Sunple Depositer Inc

Intentional misstatements or ommivrions of fets canstitute federal criminal vislations, See 183 US.C. 1001

NOTE: Updated sndlor Added mformaton are not saved (submstted) untl you Verdy and Confirm. To Viendy updates, chick on
the “WenfpSubamt™ buston

Conformed Cempany Nune E-Mlnil Address
Sample ABS Trssl A rusti@a amplidenodibion com
3 | Bample ABS Trasl B hﬁm@ﬂmnltwms-hnr £om
3 [ Eample ABS Trast C s bt S ampiedopoiRicd Lom
Add Carnpusdn Modity | | Dedebe Free ]
aritySubrnit Cancal |

Figure 3-42: Request ABS Issuing Entities Creation Information Page

8. From here you can choose to continue to add companies to your request, modify one
of your entries that you entered as part of this request, delete one of your entries that
you entered as part of this request, print your requested entries, or submit your request.
Please note that requested information is not saved until you verify and submit your
request. To verify and submit your request, click the [Verify/Submit] button. When
you click the [Verify/Submit] button a Request ABS Issuing Entities Creation
Confirmation screen will be displayed as shown in Figure 3-43: Request ABS Issuing
Entities Creation Confirmation Page.
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Request ABS Issuing Entities Creation Confirmation

Deposater CTE: OOOORTN0
Dieposter Company Name: Sample Deposior Inc

Yo have requested the Asset-Backed Secunty compames hsted below, Carefully reveew wour changes, then esther chck on the
"CoaBrmfSubaat” to rubnet your request or cck on "Contawe Ed2” to retarn to the "Requent ABS Isneng Eotiies Creation
Informaten” sereen. Intentional misstatements or ommissions of Tacts constinate federal crindmal violatons. See 15

.85 ool

Confarmmed Company Haamne E-Mail Address

Sarmples AR Trudl A frustasampladepotior com
Sarrpdes ABS Trgsl B trusinEsampladeposioniom
Sareale ADE Tl Fru £ (S airgpied e podben com

CanbrenySubami
" Continug Edt |
Frird

Coancpd _.

Figure 3-43: Request ABS Issuing Entities Creation Confirmation Page

9. Carefully review your requested information, then either click the [Confirm/Submit]
button to submit your request or click the [Continue Edit] button to return to the
Request ABS Issuing Entities Creation Information screen.

Note: Intentional misstatements or omissions of facts constitute federal criminal
violations. See 18 U.S.C.1001.

10. When you click the [Confirm/Submit] button, the Request ABS Issuing Entities
Creation Result screen will be displayed with the EDGAR accession number of your
request displayed as shown in Figure 3-44: Request ABS Issuing Entities Creation
Result Page.

Request ABS Issuing Entities Creation Result

Diepositor CTE: CoeeleCi
Diepesitor Company Name: Saunple Depotitos Inc

The ABRS Issumg Fubhiws Creabon reguest was subamaiied suc cersiulby. Your accesnon muanber Gor ther subemission 15 O0O0O0OO00.0S.000 777
EDGAR will deliver s nonfication of thiz submizsien to vew einail addiess on file and emad address of requested ABS [emaing Entfities

Close Window

Figure 3-44: Request ABS Issuing Entities Creation Result Page

11. SEC’s Branch of Filer Support staff will review your request. They can reject any
requested name if it is deemed unacceptable.
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Once Filer Support processes your request EDGAR will send a notification message to your
e-mail address and to the e-mail address of each requested Issuing Entity. If your request was
accepted then the notification message would contain the CIK associated with each requested
Issuing Entity name along with instructions on how the Issuing Entities can generate their
EDGAR access codes. If your request was rejected then the notification message will contain the
reason why your request was rejected. You must re-submit another request to create
Asset-Backed Securities Issuing Entities addressing the issue in which the initial request was
rejected and including all of the Issuing Entities and associated information that were entered on
the initial request.

3.5  Examples of Notification Messages

This section contains examples of the notification messages that EDGAR will send to the
applicant/filer in response to a Form ID application, a Convert Paper Only Filer to Electronic Filer
request and an EDGAR Access for New Serial Companies request. For each type of submission,
examples of both an acceptance message and a rejection message are provided.

These messages will be sent to the e-mail address specified by the requestor or to the filer’s e-mail
address on record. If they are associated with a valid CIK, they will also be posted to the EDGAR
Filing and OnlineForms/XML websites (the rejection message for a Form ID application will
never be posted to these websites as a CIK does not exist for the applicant).

Note: None of the data contained in these messages is real; it merely represents the type of data
that would typically be contained in the message. Do not attempt to use any of this data
with the EDGAR system.
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3.5.1 Form ID Application Messages
THE FOLLOWING SUEMISSICH HAS EEEN ACCEPTED EY THE II.5. SECURITIES AND EXCHAMNGE COMMISSION

ALLEM TEST & PATN TWATER CO IMC
NUMEEER OF DOCTMENTES: 1

ACCEPTED DATE: Oe=Aug—2004 05:53
COMFIEMING COPT: 3]

COMPANT:
FORM TYPE: ID-NEWKCIK

RECEIVED DATE: 0O6-2uag--004 05:53
TEZT FILING: b4 [}

ACCESSETON NUMEER: 9999592335-03-001201

FILE NUMEER (3):
1. Hone.

PLEASE EREFEER TO THE ACCESZION NUMEEER LISTED AEOVE FOR FUTURE INQUIRIES.
T

REGISTRANT (&) :
1. CIE: 1234567890 new iI |I
COMPANY:  ALLEK TEST & PATN WATER O INC A i
FORM TYPE: ID-NEWCIK ,-’II' =10 | »
FILE NUMBER(S): F 1) TLE 1
1. None. 37 IE = 41
Pl | | [ ] | & 4 II |I |
SWOAEY OF CHANGES: -1 r' i {1 {/ | | ||
__,-—\_ | |I ] | b
' Lr‘ CIE hs ua-ismﬁlr

Your application for arcess to EDGAR haz ]J-EEll a:n?ﬂedr Yu
Please connect to the EDGAR Form ID m “\ .-' | | | vl r il |
https: /fwar file redgprif:imglswgw
to generate EDGAR access cades}’ mh& fnﬁr I a]xd‘p,‘:espllraae" =
I | I- _-'

— _:'I- .' I
3 N | | || fo X f

TTRGENT : T.Fer;r.f‘j,r th)ﬂﬁ alll D£|YC+1I al:lJJ.rEEEE;S nn"t',ie Eﬁ'GPJR datshase are
correct. _i'.n 1&:91‘ edt adﬂi'eas the EDGAR Accnmﬁ#:l:t‘lg Contact Name

ard Addres$ :|.|"nfu:- :r.Dr Icpa’g,r quu__}rt in Yﬂur Fee Accoumb Actiwity
St atamant n:ing—-rn LLri{v: L:h ghd Z2EC ar wmdalivarabla. Plaasa corract

ok dat ed s;de;essds-v:.a “EDGLE: filing website.

The EDELER sgrstgin i=s aveilable to receiwe and process filings from
6:00 a.m. £&10:00 p.m. Eastern Time on business days. Filer Support

staff members are ayailable to respond to regquests for assistance from
9:00 a.m. Lo 5:30 p.m. Eastern Time.

WMe strongly encourage yoi to wisit the Filing Tebsite at
http=s: ffwnr_ edgarfiling. sec. gov. Tou can dowmload our ocurrent wersion
of the EDGAPRLink WMindows software and templates, the Filer Marmal,
gl access Freoguent ly Asked Questions.

receive on-line help,

Figure 3-45: EDGAR Form ID Application Notification, Accepted
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THE FOLLOWING SUBMISZEICH HAZ BEEN REJECTED EY THE IT.&5. SECURITIES AND EXCHANGE COMMISSTION

ALLEM TE3T & BATH WATER CO INC
NUMEEER OF DOCUMENTS: 1

BEJECTEL DATE: O&—bug—2004 02:E53
COMFIEMING COPT: (1]

COMPANT:
FORM TYPE: ID-NEWRCIK
BECEIVED DATE: O&—-fng-z004 08:53
TEST FILING: MO

ACCESSION NUMEER: S33352232:5-03-001Z01

FILE NUMEEER.(3):
1. HNone.

PLEASE REFEER TO THE ACCESSION NUMEEER LISTED AROWE FOR FUTURE IMQUIBRIES.
[

RBEGISTRANT(S):

1. CIE: None :
COMPANT: ALLEE TEST & BATN WATEER CO INC x| ey 4 | |
FOEM TYPE: ID-NEWCIK S =T 0 | | |
FILE MIMEER(S): | 1! | I ;

1. Hore. - F | [ ] Vi [ |
) kil ] - [ |

| L/

| | | | [ &\

SIMMARY OF CHANGES: i |
g f
LE T8 '
S,Ed = l]ffj.l::e of Filer Support for
|

Your application for access to EDGRAR lym—beqh ;ua]ebﬁed'
the following reagon: / | |
L | o

Imraj}llﬂ Cm;taq, qa!ta i |
~ | ,
EE’qIfo:ﬁ:EJu‘f ia;;ér Support at (202) 555-1234.
| | I| | | I|| II |I "ll

= -f—— == ——lr d--r+ NﬁJTI cE’ RS -é——T ——l——— et L e

S e s ;
! |I I I' | I| | | | |I ) | I
TRGENT : "Jen'ifar s ﬁ.l_'l nr'fl-grql'l.;lr E_ldﬂ.tﬂsSes on the EDGAR datshase are
correct. ':u::u:cur et e%sl irt the EDGAD Accowmting Contact MName
arnd AddresF :|.nf_u:urp?t10r msﬁ,r.-‘result in your Fee Accoumt Actiwvity

Sstatement beliiy tety.rnﬁd to The SHED as wndeliverable. Please correcht

| g
ot dat ed E.llﬂ.dIES?'EE via the EDGAR filing website.

-

!

For further 1n.ﬁunnat:|.4fm cup

The EDGAR system is awsilahle to receive and process filings from
E:00 a.m. £o 10:00 p.m. Eastcern Time on business days. Filer Support

staff memhers are awailable to respond to regquests for assistance from

9:00 a.m. Lo 5:30 p.m. Eastern Time.

WMe strongly encourage you to visit the Filing Tebsite at
https: ffwmnr_edgarfiline. sec.gov. You can dommload ouwr ocurrent wersion
of the EDGAPLink Mindoyws software and templates, the Filer Marmal,
receiwve on-line help, snd access Freoguent ly Asked Questions.

Figure 3-46: EDGAR Form ID Application Notification, Rejected
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3.5.2 Convert Paper Only Filer to Electronic Filer Request

THE FOLLOWING SUEMISSION HAS BEEN ACCEPTED BY THE U.3. SECURITIES AND EXCHANGE

CONMISSION.

COMPANTY: Global Geophysical Services Inc

FORM TYPE: ID-CONVERT NHUMBER OF DOCUMENTS: 1

RECEIVED DATE: 24-Jul-2006 10D:16 ACCEPTED DATE: 24=-Jul-2006 13:17
TEST FILING: NO CONFIRMING COPY: NO

ACCESSION NUMBER: 0001311486=-06=000001
PLEASE REFER TO THE ACCESSION NUHNBER LISTED ABOVE FOR FUTURE INQUIRIES.
REGISTRANT(3) :
1. CIK: 0001311486

COMPANY: Global Geophysical Services Inc

FORM TYPE: ID-CONVERT
SUMMARY OF CHANGES:
Your request for access to EDGAR has been accepted. FPlease connect fo|the
EDGAR Filer Managemsnt URL

https:/fuww. filermanagement . .edgarfiling. sec.gov
to generate EDGAR access codes using your CIK and pn:sphrase.

%;7‘

u , =
information on the Eetri:vef!d:txﬂ& al - y n urmablon - Edit

After generation of EDGAR access codes, please take
information to ensure that it is accurate and up-t
addres=(e=) and, for domestic companies, your IRS
individuals may viewv and update their infor
Wehsice (htops://www,sdgarfiling.sec, gov). o

Company Information page and submit o provide the CIK
and CCC for that campun fo v\ ipformation. If you have
ques:ians about how te| folr 1 , lease call Filer Support ac

uE nddresses on the EDGAR database are
:u:rect. tre: re=s in the EDGAR Accounting Contact Neme
and Addres t ion may result in your fee Account Activity
Statemant returned to the SEC a= undeliverable. Flease correct
outdated a m=as viam the EDGAR filing webaite.

A1 10

The EDGAR saystem is available to receive and process filings from

65:00 m.m, To 10:00 p.m. Eastern Time on business days. Filer Support
scaff members are available to respond to requests for assiscance from
9:00 a.m. To 5:30 p.m. Eascern Time.

We scrongly encourage you to visic the Filing Vebsice ac

heepa://vuv,. edgarfiling.=ec.gov. You can download our current version
of the EDGARLink/Windows zoftware and templates, the Filer Hanual,
receive on-line help, and access Fregquently Asked Questions.

Figure 3-47: EDGAR Convert to Electronic Filer Notification, Accepted
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THE FOLLOWING SUEMISSION HAS BEEN PEJECTED EY THE U.5. SECURITIES AND EXCHANGE COMMIZSION.
COMPANT: ALLEN TEST & BATN WATEE CO INC
FORM TYPE: ID-CONVEET NUMEEE. OF DOCUMENTS: 1
LECETVED DATE: 06—-Aug-2004 08:53  LEJECTED DATE: O&-Aug-2004 08:53
TEST FILING: HNO COMFIIMING CODY: HO
ACCESSION NUMEER: 9959559555-03-001201
FILE NUMEEE (%) :
1. HNone.
PLEASE REFER T0 THE ACCESSION NUMEEDR LISTED ABOVE FOR FUTURE INQUIRIES. [
I
EEGISTRANT (5 : II f
; |
1. CIE: 1734567290 existing A e I| I|
PR A A - ALLEN TRST & BATN WATRER Cn THO 4 = U o 1
FORM TYPI: ID-CONVEET [ bf | || [ L7 1]
FILE NUMEEL(S): el oy beE - M
) | | | | I A |
¥ ~ i | I | [
&

1. Nome. o \ |
§ f | ll i [ 1
| | | &

SMMARY OF CHANGES: F

— \ [ 1 ¥
Your request for access to Em has, been ,re]qcted.ﬁy t]{e E'BC Bpan,d]t uf Filer Suwpport for the
following reasom: =

i ||
- A | l. I

mp]qpcaa;é Rel;ruéét
i T |

For further in;qmaﬁm, Fmt,aqt i:k EE: ;é
"|.'I _.~| |I || | i I |
———————————I,‘—————Tr —I'——I———*—+-|- ]!-IIIII'IEE —»L—————————1-——-———————————————————
! | | | ] e
TIRGENT : Vei: #yt Elé!,l u:.lfI yc#.xr:__,édﬂresses o the EDGAR datshase are
correct. |un| :Lﬁ.cnrr:ect gtidlz:e-ss i the EDGAR Accowmting Contact Name
ard Addres;s in u:u).‘matlon may result in your Fee Accowmbt Actiwvity

Statement i:-e:l.ng ‘retiEned to the SEC as wndeliversble. Please correct
ot dat ed aﬂ.@r}eﬁses via the EDFAR filing website.

'[Iff:u::e -l:Jf F]_‘ler Support at (202) 555-1234.

The EDGAR =system is awvailahle to receiwve and process filings from

E:00 am. £o 10:00 p.m. Eastern Time on business days. Filer Support
staff memhers are awailable to respond to regquests for assistance from

S9:00 a.m. Lo 5:30 p.m. Eastern Time.

e strongly encourage ywou to wisit the Filing Tebsite at
https: S fwmnr_edgarfiling. sec. gov. You can dowmload owur current wersion
of the EDGAPRLink Mindows software and templates, the Filer Marmal,
receive on-line help, and access Freoguent ly Asked Questions.

Figure 3-48: EDGAR Convert to Electronic Filer Notification, Rejected
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3.5.3 EDGAR Access for New Serial Companies Request
THE FOLLOWING SUEMISSION HASE BEEN ACCEPTED EY THE 17,5. SECURITIEZ AND EXCHANGE COMMIISESION

ALLEM TEST & BAIN TWATER CO IMC
NUMEEER OF DOCTMEMTS: 1

ACCEPTED DATE: Oe-Aug-2004 03:53
COMFIEMING COBT: HNO

COMPANT:
FORM TYPE: ID-SERTRAL

RECEIVED DATE: 0Q&-Znag-z004 02:53
TEXT FILING: Mo

ACCESSTION NUMEEER: 9392222335-03-001201

FILE NUMEER(3):
1. HNone. r |
|

PLEASE EREFEER TO THE ACCESSI0ON NUMEEER LISTED AECOVE FOR FUTURE INQUIRIES. [
|

REGISTRANT (5]
| |
1. CIE: 1234567890 existing 1 i '
COMPANY - ALLEN TEST & RATM WATER CO INC [ =7} ] |I || L}-;f o
FOEM TYFE: ID-SERTAL w: T AU | 4 I
FILE NUMEER{S): ot r..-'l LI [ [ ]
T Feaan - If | ;_I |' II | II| I | Lo ,I,-"I
L | ,II:I | [ | 2L -
SWOMEY OF CHANGES: .-’ A~ Y w | =
| |1 L=

Yuurreqlestﬁuramesstuli

Pleaze connect to the Em E
afr:f:ll:l_'n.g SeC  gow

—ﬂ'_ ,

/7 https: n
to generate Em Eﬁf'x:ess m.de.aF |'I.B h'cun: l:'l'ill( -EII.d.H-EEFp]‘IIaSE
£ v |
———————————f—————:l-L—J,— '——r——J—-I- I'IIIIT.IEE 7"1——————-——{- -|———————————————————
fr I."ﬁ‘l-*’ [+ -|| T % L

| {4 |
-.quL; addresses on the EDGAR da-ahase are

URCENT: Vekify thak a1 o] ¥
correct. Lﬁnlm.cu:n'r'rect sfdﬂrEss in the EDGAR Accomiting Contact Mame

ard Addresi's 1r{f|:|msv;.1u;n way result in your Fee Accowmb Actiwvity

Statenent ],:he:.ng ‘retirned to tlhe SEC a= wmidelizreralle. Fleas=sa correct

ot dated addesfces wia the EDGAD filing wehsite.

The EDGAR system is awailable to receiwe and process filings from
G:00 a.m. £o 10:00 p.m. Easternn Time on business days. Filer Support

staff members are awvailable to respond to regquests for assistance from
S9:00 a.wm. Lo 5:30 p.m. Eastern Time.

WMe strongly encourage you to wisit the Filing Website at
https: ffwmnr_ edgarfiling . sec. govy. Tou can download owur current wersion
of the EDGAPLink Mindows software and templates, the Filer Marmal,
receive on-line help, and access Freogquent ly Asked Questions.

Figure 3-49: EDGAR New Serial Access Notification, Accepted
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ALLEMN TEST & PATIN WATEER C0 INC

COMPANT:

FORM TYPE: ID-SERTAL NUMEEER OF DOCUMENTE: 1

BECEIVED DATE: Oe-Ing-zZ004 08:53 BPEJECTED DATEH: O&-dugy-2004 02:53
COMFIBMING COFY: MO

TEST FILIMNG: MO

ACCESSTON NUMEER: 292222333&-03-001Z201

FILE NUMEER (3):
1. HNone.

REGISTRAMT (3 -

1. CIK: 1734567890 existing
COMPANT : ALLEN TEST & PADN WATER CO ING
FOIM TYPE: ID-SERTAL
FILE NUMEEL(S):

1. Nome. il

SUMARY OF CHANGES: F

following reasom: - II et I R 5
ut"lq ] | -.-_ I I_ll

I
e W ]
For further .in.ﬁuﬁnazl:im, of
/ |I / | [ | |

|
correct.
outdated addresses wia the EDGAR filing wehsite.
E:00 a.m. £o 10:00 pom.

9:00 a.m. Lo 5:30 p.m. Eastern Time.

WMe strongly encourage ywou to visit the Filing Website at

receive on-line help,

PLEASE REFEE TO THE ACCESSION NUMEEE LISTED ARCOVE FOR FUTURE IMNQUIBRTES.

-.E]}{ :|.s :|.1'|:purrect,.. mt, ’Im':' la Selc,ial Company)

Ly L
TURGENT : Ue{rl:[fy'tl:'at all bﬂ_,.ﬁ-"&.;lr addresses on the EDGAR databhase are
i1 | :mn:-:urrect ‘address in the EDGAD Apcomiting Contact Name

ard Addreslg 1nfomat,1m may result in your Fee Leocowumb Activity
Statement hg:i._;:n.ﬁ" returned to the 2EC as wmdeliwverahle. Please correct

The EDGAR svystem is awvailable to receiwe and process filings from
Eastern Time on business days. Filer SBupport

staff memhers are available to respond to regquests for assistance from

hteps: frwmnr _ edgarfiling. sec.govy. You can download our current wersion

of the EDGAPRLink Mindows software and templates, the Filer Marmal,
atd access Freoguent lv Asked Questicons.

[
B A S ———+——|———-| {- HI:ITI-CE-' L S Tl N NT

THE FOLLOWINC SUBMISSION HAS BEEN REJECTED EY THE IT.5. SECURITIES AND EXCHANCGE COMMISSION

YTour request for access to Em }m heen ,rf-_']qded]:y t:h.e L'.I}'C sIB;rar}éJt uf Filer Swpport for the

'dnt-_e!u:'it t+a sﬁ: /s hff;we 4f IFJJ.EI:' Support at (202) 555-1234.

Figure 3-50: EDGAR New Serial Access Notification, Rejected
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4. GENERATING EDGAR ACCESS CODES

There are two methods for generating access codes on the EDGAR system. The first is to generate
all of the codes when the EDGAR system has accepted your application for access. Generally,
there are three situations when this process is used:

e For a new electronic filer.

e For an electronic filer who has forgotten their EDGAR access codes.

e For an electronic filer who wants to change EDGAR access codes for security purposes.
e For an electronic filer whose password has expired.

Section 4.1, Generating All EDGAR Access Codes, explains generating a complete set of access
codes. If your Form ID application for EDGAR access has not been accepted by the SEC, please
refer to Section 3.2, New SEC Filer: Applying for EDGAR Access. If you are an existing filer and
would like to change individual codes, either your CCC or Password, Section 4.1.3, Changing
your CCC or Password, explains this process. Finally, some filers who have not logged onto the
EDGAR system since the origination of passphrases may be asked to create a passphrase for the
first time. Please see Section 4.1.4, Creating a Passphrase for the First Time, for details.

The second method of generating access codes is to generate them individually. In Section 4.1.1,
Requesting an EDGAR Passphrase, the process for requesting an EDGAR passphrase is
described.

4.1 Generating All EDGAR Access Codes

This section describes how to generate a complete set of EDGAR access codes (PMAC,
password, and CCC). To perform this function, the filer must have a current, valid CIK and

passphrase.

You cannot obtain individual access codes using the EFMW, only a complete set. However, the
EDGAR Filing and OnlineForms/XML websites allow you to generate just a new password (if
you know the filer’s PMAC) or just a new CCC (if you know the filer’s password). Please see
later subsections for these details.

As long as a filer’s EDGAR access codes are appropriately protected and kept current, this
capability is not often needed. (The password expires yearly; the PMAC and CCC do not expire.)

Before beginning, ensure that you know the Central Index Key (CIK) of the filer. (It will be
specified in the notification message that was sent when the filer’s electronic Form ID application
was accepted). If you do not know the CIK, you can look up the filer name in the EDGAR
Company Database at URL:

http.://www.edgarcompany.sec.gov

If you enter the Company Name and click the [Company Search] button to query the database, the
CIK is one of the items returned.

You must also know the filer’s passphrase. (The passphrase was specified in connection with the
electronic Form ID application, on an Update Passphrase request, on a Convert Paper Only Filer
to Electronic Filer request, or on an EDGAR Access for New Serial Companies request).
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The first step in generating a set of EDGAR access codes is to open the EDGAR Generate Access
Codes data entry form. This is accomplished as follows:

1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the EDGAR
Filer Management Website.)

2. Click ‘Generate Access Codes (New/Replacement)’ in the menu bar.

3. A new browser window opens and the Generate Access Codes (New/Replacement)
page appears (Figure 4-1: EDGAR Generate Access Codes (New/Replacement) Page).

4. Refer to Section 3.2.2.1, Data Entry Conventions, for the standards used on all of the
EFMW pages.

Generate Access Codes (New/Replacement)

Itenbonal murstadements of omasnons of facts consttute federal cramanal wolshons: See 18 U5 C 1001 |

You should generate EDGAR access codes f

You buve subnatted & Form [D appheaton for a spectic company or mdemduad and have recemved your CIE wia e-masl
Your EDGAR access codes have expired and you would Bee 1o generate new EDGAR access codes

You have forgotien your EDGAR. access codes and would Bee to generate new EDGAR stcess codes

Touwould blee to generate new EDGAR, access codes for secunty purposes. Note that of wou only want to update
your password or COC, it s recommended that you do thes through the EDGAR Filng webte or the EDGAR
CmbneForms XML webate by chokmg on the "Retneve/Ed Data” megu stern under “Information Exchange™ m the mam
EDGAR wadow,

To generate your access codes for the EDGAR system, enter your CIE and passphrase m the Gelds below and then select the
*Generate Access Codes” butben

* indicales requived feid Help for & Beld may be scoessed by cliclong B label
ClIPassphease Information
[

Passphrase *

| Genemte Access Codes |

[ ExitWindow

Figure 4-1: EDGAR Generate Access Codes (New/Replacement) Page
5. Enter the required data (CIK and Passphrase).
6. Click the [Generate Access Codes] button near the bottom of the page.
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A dialog box appears (Figure 4-2: EDGAR Generate Access Codes, “Continue”
Dialog) asking you to confirm that you want to submit the request. If you do not want

to submit the request, click the [Cancel] button and the dialog box will disappear;
otherwise, click the [OK] button.

Microsoft Intetnel E =

{ ‘_? Your generate access codes request will now be submitted
to EDGAR for processing Do you want to continue?

oK Cancel

Figure 4-2: EDGAR Generate Access Codes, “Continue” Dialog

If you clicked the [OK] button, the EFMW Generate Access Codes Acknowledgment
page appears (Figure 4-3: EDGAR Generate Access Codes Acknowledgment Page).
This page provides the filer’s CIK and a set of new EDGAR access codes that are
associated with that CIK. You should remember these codes, after you close this

page there is no way to recover them -- if you forget them, you will need to generate
a new set.

Generate Access Codes Acknowledgment

The EDNGAR aceess codes below were successiully generated for CTE OO0:000xx(s)
Youmay now use these codes 1o log mio the EDGAR Fifng webate or the EDGAR OnbpeFormp Q0T webate. After logging nto eaiher of these wrbates, you

many change your passacord andfor OO0 by chekmg om the "RetnevelEdt Diata® menu gem under Tedormation "url‘.uﬁe' 5 the mam EDGAR wadow, At Ty
e, you may alio use this webste to regenerate all of your codes

EDGAR Access Codes

CiK D000

Password  eauzrd@v

CoC Epkdbaghe

PMaC pohifeacd
L Exat Yo ]

Figure 4-3: EDGAR Generate Access Codes Acknowledgment Page

Note: The CIK and EDGAR access codes specified in Figure 4-3 are examples only;
do not attempt to use these codes with EDGAR!

7. Click the [Exit Window] button to close the browser window and finish the process.

No confirming dialog box is displayed—the browser window is just closed.
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4.1.1 Requesting an EDGAR Passphrase
This section describes how to request a new EDGAR passphrase for:
e A filer who has forgotten their passphrase.
e A filer who wants to change a passphrase for security purposes.

This capability is not needed as long as a filer’s passphrase and EDGAR access codes are
appropriately protected and kept current (the password expires yearly; the passphrase, PMAC and
CCC do not expire).

4.1.1.1 Composing the New Passphrase Request

To compose a new passphrase request, bring up the EDGAR passphrase request data entry form.
This is accomplished as follows:

1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the EDGAR
Filer Management Website.)

2. Click ‘Update Passphrase’ in the menu bar.

3. A new browser window opens and the data entry page for the Update Passphrase page
appears (Figure 4-4: EDGAR Update Passphrase Page).

Refer to Section 3.2.2.1, Data Entry Conventions, for the standards used on all of the
EFMW pages, including this one.
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Update Passphrase

Intentional risstatements or emissions of facts constmme federal crimimal violations. See 18 US.C.1001.

You should vpdate vour passphrase i
+ You have forgotten vour passphrase and would like to update it with a new passphrase.
+ You would ke to update vour passphrase for secunty purposes.

To update your passphrase, you must enter your CIK and a new passphrase below. You will use your CIK and new
passphrase later to generate your EDGAR access codes. It is important that vou remember this passphrase for later
use. Note that this passphrase is not your EDGAR Logn password. Once vou have recenved a confirmation e-mail, this
passphrase, along with yvour CIK., may be used to generate vour EDGAR. Login password (as well as CCC and PMAC).

* ingicales regquired field . Heidp for a field may be accessed by clicking its label
ClK/Passphrase infarmaton
CIK *

IEIIJEHZIUEIIJDEIEI

Mew Passphrase®  Mole Your passphrase must be 8 characters

|7 long and must contaln at least one digit and one
reanenn of the following characters: @, #. %, or .

Re-enter Mew Passphrase *

MO

Reason for Update (up io 255 characters)
I've forgotten my passphrase ]

Confinua |

Exat Window

Figure 4-4: EDGAR Update Passphrase Page

4. Enter the required data (CIK and passphrase) and a reason for making the request
(optional).

Refer to Section 3.2.4, Defining a Passphrase, for a more detailed description of the
passphrase. For security reasons, the passphrase must be at least eight characters in
length and contain at least one digit and one of the following characters: {@, #, *, $}.

The Reason for Request data entry field is optional and allows you to enter free-form
text explaining why the filer needs a new passphrase. This allows you to provide
information that may help the SEC process your request.
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5. Click the [Continue] button near the bottom of the page after entering the data.

The Update Passphrase Confirmation page appears (Figure 4-5: EDGAR Update
Passphrase Confirmation Page). This page serves as the authentication document for
the process.

Update Passphrase Confirmation

To complete processing of vour Update Passphrase request, vou must attach a PDF version of a notanized authentication document
using the "Upload Delete Attachment” button below. You must click the Submit button after von upload vour document.

If vou have any questions regardmg the status of yvour Update Passphrase request, please contact Fler Support at (202) 551-8900.
After the SEC has reviewed an application, an e-mail will be sent to the email address on file with EDGAR. nforming the company
that the request was either accepted or rejected (to nchide a reason why the application was rejected).

CIK: 0001118504
Name Associated with CIE: DONNIE PAPER. CORP
Current Company Mailing Address: 12345 EASTWAY DRIVE, CHARLOTTE, NC 28205

Contact Person:

Contact Telephone Nomber:

Symature of Authonzed Person: Motary Signatore & Seal to be Placed Here:

Printed Mame of Signature:

Title of Person Signing:

Print Window !

UploadDelete Atachment |

Submit |
Exat Window I

Figure 4-5: EDGAR Update Passphrase Confirmation Page

6. Click the [Print Window] button near the bottom of the page to print the authentication
document. The printed document must be signed and notarized.
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7. Scan the authentication document and save it in PDF format. Then, click the [Upload/
Delete Attachments] button on the Update Passphrase Confirmation page.

Note: The acceptance process cannot be completed until you submit the authentication
document to the SEC; refer to Section 4.1.1.2, Authentication Documentation,

for more information.

The EDGAR Upload/Delete Attachment page opens (Figure 4-6: EDGAR Upload/
Delete Attachment Page). This page is used to manage the attachment associated with
your EDGAR access request.

Upload/Delete Attachment

The following table displavs vour attached docoment. Use the "Upload Attachment” and "Delete Attachment”™ buttons below
the table to make modifications to this table.

Allached Docurmant List
# |File Mamne Type |Description

Upload Attachment | Delete Aftachment

QK I

Exit Window

Figure 4-6: EDGAR Upload/Delete Attachment Page

8. To add an attachment, click the [Upload Attachment] button. The EDGAR Upload
Attachment page opens (Figure 4-7: EDGAR Upload Attachment Page).
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Upload Attachment

Enter the attachment information in the fislds below and then select the "Upload” button. Note that only PDF documents can
be uploaded These documents mmst have the appropriate file name extension (pdf). To return to the "Upload Delete
Attachment” screen without uploadng an attachment, select the "Cancel” button

* indicates requined fiedd. Help for @ feld may be accessed by clicking its label

Afachment Information

File Mame * | EBrowse. [
Tipe [corae ]

Description !

Upload I Cancel ]

Exit Window

Figure 4-7: EDGAR Upload Attachment Page

9. Click the [Browse] button to select the attachment. Only one document can be
uploaded and the document must have the .pdf file extension.

Note: The Type field defaults to CORRESP and it is non-editable. Refer to Section
3.2.3.2 for EDGAR standards on document attachments.

10. Enter a description for the attachment and click the [Upload] button. The EDGAR
Upload/Delete Attachment page opens and the new attachment is displayed in the
Attached Document List table.

To cancel an attachment, click the [Cancel] button; to close the browser window, click
the [Exit Window] button.

11. Continue to add or delete the attachment as needed, and then click the [OK] button.
The Update Passphrase Confirmation page appears.

12. Click the [Submit] button to submit the Update Passphrase request.

A dialog box displays asking for confirmation (Figure 4-8: EDGAR Update
Passphrase, “Continue” Dialog). To submit the request to EDGAR for processing,
click the [OK] button; to cancel the request, click the [Cancel] button.

Message from webpage 5]

'?/ ‘four update passphrase request will now be submitted
e,

ko EDGAR. For processing, Do wou want ko continue?
Ik I Zancel |

Figure 4-8: EDGAR Update Passphrase, “Continue” Dialog
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Note: After you click the [OK] button, the EDGAR Update Passphrase request is
submitted to the automated submission processing portion of the EDGAR
system. This is the start of the acceptance process; your subsequent actions in
this browser window will not affect this process.

The EFMW EDGAR Update Passphrase Acknowledgment page appears (Figure 4-9:
EDGAR Update Passphrase Acknowledgment Page). This page provides the
Accession Number for the submission; use this number when referring to this
submission.

Update Passphrase Acknowledgment

Your request was successfully submitted. Your accession number for this submission is 0001118504-12-
000014,

The Filer Support Branch will review vour request and disposttion it. You will recetve an ¢-mail message at your e-mail
address of record mforming you of the SEC's decision. If vour request was accepted, the message will mdicate that the
passphrase that you specified in this request has been activated and you can procead to use your CIK and passphrase to
generate a new set of EDGAR access codes: i your request was rejected, the message will mdicate why. If you have any
questions regarding the status of your passphrace request, please contact the Filer Support Branch at (202) 551-8900.

Exit Window

4.1.1.2

Figure 4-9: EDGAR Update Passphrase Acknowledgment Page

13. Click the [Exit Window] button to complete the process and close the browser
window.

Authentication Documentation

The Update Passphrase request must be supplemented with an additional authentication document
to ensure that the request is authentic. The authentication document must be signed and notarized,
and include the following information:

CIK

Name associated with that CIK

Name of the contact person for purposes of this request
Contact person

Contact telephone number

Manual signature of authorized person

Printed name of authorized person

Title of authorized person
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4.1.1.3 E-mail Acceptance or Rejection Notification

After the SEC receives both the electronic EDGAR Update Passphrase request and the attached
authentication documentation, the SEC will authenticate the request. A notification message
stating the SEC’s disposition of the request will be sent to the e-mail address provided in the
request. The disposition will be either “accepted” or “rejected.”

If the request is accepted, the e-mail message will include but will not be limited to the following
information:

e Text stating that the request was accepted by the SEC

e Text stating that the specified passphrase was activated

e Basic directions for how to generate EDGAR access codes
e The URL of the EDGAR Filer Management Website

If the request is rejected, the e-mail message will include but will not be limited to the following
information:

e Text saying that the request was rejected by the SEC
e The reason that the request was rejected
e Basic instructions on how to resolve the issue

These messages will be sent to filer’s e-mail address of record. If they are associated with a valid
CIK, they will also be posted to the EDGAR Filing and OnlineForms/XML websites.

Note: None of the data contained in these messages is real; it merely represents the type of data
that would typically be contained in the message. Do not attempt to use any of this data
with the EDGAR system.
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4.1.2 Update Passphrase Request

THE FOLLOWING SUEMISSICH HAS EEEN ACCEPTED BEY THE 11.3.

SECUBRITIES AND EXCHENGE COMMIZSETION.

ALLEM TEST & PBATM WATER 20 IMC
NIMEEER OF DOCTMENTS: 1

ACCEPTED DATE: Oe—Aug-2004 03:53
COMFIEMING COPY: NO

COMPANT:
FORM TYPE: ID-PRASSUPD

RECEIVil» DATE: D&-Aug—z004 02:53
TEST FILIMG: (]

ACCESSION NUMEER: 2233529225 -03-001201

FILE MIMEER (3 : ’
[ |

1. Hone.
[ ]
PLEAZE DEFEL TO THE ACCESSTON MUMEER LISTED ABOVE FOR FUTULE THQUIRIES. W
=N
REGISTZANT (2] - |1 / \ I' f
il - {1/ il | | f |
1. CTE: 12345678590 existing (&1 L | '
COMPANT - ALLEE TEST & DATN WaTER CO THC L RE II II | A it II
F0FM TYPE: ID-PASSUPD o e e A
FILE MNIMEEL.{Z): r f \ 1_ l-" | | I| | | i 4 | _J
1. Mome. S2e T £ s I;'I | | P
W [ 1™ (K o

! -

| ! lII | |I Il -"II1"--.
| | '._-' { el
Tour request for a new EIERF déss]ﬂﬂ: heen- ‘acpepted hy*_t]i,e 5EC's Branch of Filer Support.
The requested passphrase, is noor a.¢t|:11.re hE"E]]‘Eilﬁ sllstﬁ
pleaaecmmgcttuuelimﬁufmﬂm'h [ |

i nt.i}psl_ *fwﬁm rl.]'.etl;hahaggnmt etgar f111ng. 5ec . gow
to generate ‘Em'lﬁx'?bs mllzug ym)r,t' CI¥K and +aﬂlsp]1rase
| | *

—————-|—||-—+ F HIIITII:E e S B R

F
TTRGENT : Varlk]z' t,l;tat all nlg your addresszs on the EDGAR datsbase are
correct. Lﬁ.n :um:.nrrect addres=s in the EDGAR Accowmting Contact Mame
ard Address 1nfi:|maj;10r_ may result in yoar Fee Accoumt Lotiwvity
Statement be:l.ng returned to the SEV as amdeliwverable. Please correct
outdated addresses via the EDGAR filing website.

SUMMARY OF CHAMGES: " I

I .-1

The EDGAR system is avsilable to receiwse and process filings from
E:00 am. £o 10:00 p.m. Eastern Time on business days. Filer Support

staff wemhers are awailable to respond —o regquests for assistance from

7:00 am. to 7:00 p.m. Eastern Time.

We strongly encourage you Lo Wlslt the Filing Website at
https: Sy edyarfiline . sec. gov. Tou caa domload our ocurrent wersion
of the EDGARLIitk Mindows software and tamplates, the Filer Marmal
receive on—line help, snd access Freogquedtly Asked Questions.

Figure 4-10: EDGAR Update Passphrase Notification, Accepted
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THE FOLLOWING SUEMISSION HAE EEEN PEJECTED EY THE 1, 5. SECURITIES AND EXCHANGE COMMISSION.
COMPANTY: ALLEN TEST & PATN WATER CO INC
FORM TYPE: ID-PRASSUPD MUMEER OF DOCTMENTE: 1
PECEIVED DATE: 06-Aug—2004 08:53 PEJECTED DATE: 06-Aug-2004 02:53
TEST FILING: NO CONFIEMING COPFY: HO
ACCESSION NUMEER: 2999393996-03-001201
FILE NUMEEE (S :
1. MNone.
PLEASE REFER T0 THE ACCESSION NUMEBER LISTED ABOVE FOR FUTURE INQUIRIES. =
i |
BEGISTEANT(S) : | 3
[ |
1. CIE: 1734567290 existineg ==
COMPANY : ALLEN TEST & PAIN WATER CO INC y s
FOFM TYPE: ID-PASSUPD Il ™ ol F | |
FILE NUMEER(Z): F 4 Fl L | II |
1. Mome. 3 III { | | [ II
m*"_'- l I| |I |I [ 1] [
I_..-Ir | A 1.
[ ] | I | -
[l

SWOMEY OF CHANGES:
L | I 1 [/ / ] L=
jieci:e‘d the [SEC' s ‘anch of Filer Support

1w

Tour request fmamwﬂﬁﬂpaasp]maﬂehmhemx‘p

forr the followring resason: I
l.lnable;tbp c:émtacﬁl .natuestFF , ." | JI AP
|
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TTRGENT : T.Fetiﬁr"_c,rt %1,1 qquuf: qdﬂresses on the EDGAR datshase are
correct. nicd,'r act s,-ﬂdre,%s in the EDGAR Accowmitcing Contact MName

and Address infnﬂmé;!;lm may result in your Fee Accoumt Actiwdity
Statement kpe:l.ng ‘returned to the 2EC as wmdelivershle. Please correct

ot dated addeesses via the EDGAR filing wehsite.

The EDGAR system is available to receiwe and process filings from
G:00 a.m. £o 10:00 p.m. Eastern Time on business days. Filer Supportc

staff memhers are awailable to respohnd Lo regquests for assistcance from

7:00 am. £o 7:00 p.m. Eastern Time.

e strongly encourage ywou to visit the Filing Website at
https: ffwnr_edygarfiling. sec. gow. You can download owur ourrent wersion

of the EDGARLink Mindows software and templates, the Filer Marmal,
receive on—line help, and access Freoguently Asked Questions.

Figure 4-11: EDGAR Update Passphrase Notification, Rejected
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4.1.3 Changing your CCC or Password

Usually, changing all of your access codes will not be required. A more routine procedure would
be to change either your password or CCC. Your password allows you access to the EDGAR
systems, including all websites. You should not share this password with anyone outside your
company. It is appropriate to change your password under the following circumstances:

e Key staff who held the password are no longer employed by your company
e You are concerned that your password has been given to outsiders

e Your company policies require the routine update of the password at intervals other than
required by EDGAR.

The CCC allows you the flexibility to permit others to file on your behalf, usually filing agents. It
is prudent to change this code after another party submits each filing. This is especially important
if you use more than one filing agent. If you do not follow this policy or do not use more than one
agent, then at the very least, the code needs to be refreshed if you change filing agents. The
integrity of this code is your responsibility; please do not give this code to anyone who does not
need to use it on your behalf.

Once on the main EDGAR Welcome page, if you need to change your access codes, click
‘Retrieve/Edit Data’.

The Change Company Password or CCC option has a page for you to select either of two options
as shown in Figure 4-12: Change Company Password or CCC Page:

e Change Password
e Change CCC (CIK Confirmation Code)

Click the ‘Change Company Password or CCC’ option on the Retrieve/Edit Data page, and this
page will appear.

Change Company Password or CCC

¢ Change Password

* Change CCC (CIK Confirmation Code)

WARNING

+ Do not give out the new password or CCC to anyone who does not need
that information.

+ When you enter and confirm your new password or CCC, the system will
immediately disable your old password or CCC.

Figure 4-12: Change Company Password or CCC Page

JuneQOctober 2014 4-13 EDGAR Filer Manual (Volume I)



DRAFT

Your EDGAR password is good for only twelve (12) months. Be sure you change your password
on the EDGAR Filing Website before it expires.

4.1.3.1 Changing Your Password
1. Click the ‘Change Password’ link on the Change Company Password or CCC page.

Change Company Password

Enter CIK: |
Enter Old Password: |

Enter New Password: |

Confirm Mew Password: |

Enter Password Modification [—
Authorization Code (PMAC):

Change Password |

WARNING

* Do not give out the new password to anyone who does not need that
| infarmation =

Figure 4-13: Change Company Password

Note: Your password must contain eight characters with at least one letter, one
number, and one of the following characters: @, #, *, $.

2. When the Change Password page appears, enter the company’s CIK, Old Password,
New Password, Confirm the New Password, and Password Modification Access Code
(PMAC).

3. Click the [Change Password] button.

Change Password Results

You successiully changed your password.

Figure 4-14: Change Password Results Page

Note: All CCCs and passwords are case-sensitive and must be entered correctly.
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4.1.3.2 Changing Your CCC (CIK Confirmation Code)

You can change your CCC at anytime.

To change your CCC:
1. Click the ‘Change CCC’ link on the Change Company Password or CCC page.
2. Enter your CIK, Password, new CCC, and Confirm New CCC.
3. Click the [Change CCC] button.

Change CCC (CIK Confirmation Code)

Enter CIK:
Enter Password:
Enter New CCC:

Confirm New CCC:

Change ccc |

WARNING

* Do not give out the new CCC to anyone who does not need that
information.

* When you enter and confirm your new CCC, the system will immediately
disable your old CCC.

Figure 4-15: Change CCC (CIK Confirmation Code) Page

Note: Your CCC must contain eight characters with at least one letter, one number,
and one of the following characters: @, #, *, $.

The Change CCC Results page appears, confirming your CCC change. This change is
effected immediately on the EDGAR Filing Website. If you exit the site and try to
login again, you must use the new CCC.

Change CCC Results

Y ou successfully changed vour CCC,

Figure 4-16: Change CCC Results Page

If you mistyped your CIK or CCC, you may see the Invalid CIK/CCC error screen.
Click the [Back] button on your browser and enter it again. If you are still having
problems, please call Filer Support at (202) 551-8900 for help.
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4.1.4 Creating a Passphrase for the First Time

When logging into any of the EDGAR websites, if your CIK and password are valid and you have
a passphrase, the Welcome page appears. Some filers, who have not logged into the system for a
long time, may find that they have not yet created a passphrase since the introduction of this
process on the EDGAR system. Filers will only have to follow this process once; however, the
EDGAR system will not let you proceed until the passphrase has been created. The first screen
you will see is shown in Figure 4-17: The EDGAR Create Passphrase Page.

Create Passphrase

Accordng to our records, CIE 0000350001 does oot have 2n EDGAR Fier Management passphrase on fle. An EDGAR Fider
Management passphrase i used to generate new EDGAR, access codes (paspword, COC, PMAC) m the event that they have expared o
you havre forgotten them, and as a recult, you are unable to log mte or access certam fimctonalty of the EDGAR oystesn. Creation of a
passphrase is required to contnue usng the EDGAR systern. To create a passphrase, ender the mformation below and select the "Creas

Enter Passphrase Hote: Yous passphunse mart be § charscten long
and mvast contan o least one Gt wnd ooe of the

Be-Enter Passphorase: folowng chuncters. @, 8, %, o1

Enter Existing PMAC:

Create Fassphrase |

Figure 4-17: The EDGAR Create Passphrase Page

1. To define a passphrase, type it in the data entry fields provided. (The passphrase is not
displayed and it is an important security code: typing it twice ensures that no
typographical errors occur during entry.)

2. Enter your existing PMAC (doing so verifies that you have the right to define a
passphrase). If you have forgotten your PMAC, contact our Filer Support Staff at
(202) 551-8900 for help.

3. Click the [Create Passphrase] button. If your new passphrase is in the correct format (it
must be in the same format as the PMAC) and the PMAC is valid for the CIK, the
Create Passphrase Results page is displayed. (You will be informed of any errors in
the data entered and will be required to correct them before you can proceed.)

Create Passphrase Results

The passploase has been successfully created for CTK 0000350001.

| Continue to EDGAR Welcome Page |

Figure 4-18: The EDGAR Create Passphrase Results Page
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4. Click the [Continue to EDGAR Welcome] button. The Welcome page displayed is
based on the website that you initially logged on to.

Figure 4-19 shows the EDGAR OnlineForms Management Website Welcome page.
U5, Securities and Exchange Commission

Electronic Data Gathering Analysis and Retrieval (EDGAR)
Online Forms Management

£

|:l|l|\¢ XML Submessians
Supperted: Theg OnhrgFormg
websde only supports the

the Securtses Exchange Act of 1534, the Trust Indenture Act of 1939,
and tha [Avestmant Company At of 1980 (collectrvely, "Acta™).

wisit the EDGAR Fdmg websde for

" The maximem sre of & submission, induding all attached Cwnarship hilngs.

documents, through EDGAR Onlne Forms Manasgement and
EDGAR Filer Management websies will be 200 MA. Javastrapt Required: We reguire
that your browser be JavaSconpt-

Release 11.3: On Novembaer 21, 2011, the fallowing changes were anabled to upe this websie.

faa 1201

Figure 4-19: The EDGAR Welcome Page (Top)

If you mistype your password, EDGAR considers it an invalid password and access to
EDGAR is denied.

If you accidentally mistype the CIK or password, you can press the [Back] button to return
to the Login page, and try again.

If your CIK and password do not match those saved in the database, you will see an
Invalid Login page. If you find you are getting the Invalid Login page and your CIK and
password are entered correctly, please contact Filer Support at (202) 551-8900 for help.

Additional error messages you may see are Password Login Expiration messages. There
are two different types of messages: Login Password to Expire Soon or Login Password
Expired. If your password expires soon or if your password has expired within the last 10
days, EDGAR allows you to create a new password using your PMAC. If you have a
passphrase, you can get a new set of EDGAR access codes (including a password) using
the EDGAR Filer Management Website — even if your password has been expired for
more than 10 days. If you need assistance, contact our Filer Support Staff at (202) 551-
8900 for help.

The passphrase is a security code and is used to generate EDGAR access codes. You must
define a passphrase before you can access any of the EDGAR capabilities.
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S. MAINTENANCE OF COMPANY DATA

Once you have obtained your access codes and are a registered EDGAR filer, you should
maintain your company data. This chapter will help you by illustrating the process of maintaining

your data.

5.1 Login to EDGAR

To enter or edit your company information, change your password or CCC, or check the status of
a submission, you will need to login to EDGAR:

1.
2.
3.

10.

Connect to the Internet.

Go to the EDGAR Gateway: http.//www.portal.edgarfiling.sec.gov.

Click the ‘Are you an EDGARLink Online filer or would you like to create a new
Asset-Backed Securities Issuing Entity?’ link.

The EDGAR Filing Website login page is displayed where you must enter your access
data.

Click in the CIK field and enter your CIK.
Press [Tab] and enter your password.

This is your login password, not your CCC, or PMAC. Your password is
case-sensitive.

Click the [Login to EDGAR] button.

The Create Passphrase page appears if your CIK and password are valid and you do
not have a passphrase. Refer to Section 4.1.4, Creating a Passphrase for the First Time,
if you are asked to create a passphrase.

If your CIK and password are valid and you have a passphrase, the Welcome page
appears.

5.2 Accessing Submission and Company Information

1.

When you reach the EDGAR Filing Website Welcome page, click ‘Retrieve/Edit
Data’ in the menu on the left side of the page under the category “Information
Exchange”.

The Retrieve/Edit Data page appears and prompts you for your CIK and CCC
information:

» Enter your CIK in the CIK field and press [Tab].
= Enter your CCC in the CCC field.
» Click the [Continue] button.

This page verifies that you have access to retrieve or edit information on the EDGAR
system.
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Retrieve/Edit Data ™
ClIK and CCC Request

Enter a Company CIK and CCC

You must enter a valid CIK and CIK Confirmation Code {(CCC) before continuing.
The following screens will allow you to retrieve, view and update information |
related to the CIK value entered.

Continua l

Figure 5-1: Retrieve/Edit Data Page

The next screen is the Retrieve/Edit Company and Submission Data page, which is
shown in Figure 5-2: Retrieve/Edit Company and Submission Data Page. You can
access the following functions from this page by clicking the [Continue] button:

= Retrieve Submission Information

» Retrieve Company Information

= Retrieve Module/Segment Information

= Retrieve Return Copies

» Enter Series and Classes (Contracts) Information
» Request Asset-Backed Securities (ABS) Issuing Entities Creation
» Request Return of Unused Funds

= Retrieve Balance Information

= View Account Activity Statement

» Change Company Password or CCC

= Enter Another CIK/CCC

You can use any of these functions to update your company information, CCC, or
password via the EDGAR Filing Website.
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Retrieve/Edit Company and Submission Data

CIK: 0000350001

Please select one of the following aptions:

s Retrieve Submission Information 5¢¢ Vote =/*

*Sae Norg =2%

# Retrieve Company Information
® Retrieve Module/Segment Information

® Reirieve Return Copies

® Enter Series and Classes (Contracts) Information

® Request Asset-Backed Secunties (ABS) Issuing Entiies Creation

® Request Return of Unused Fands

* Retrieve Balance Information

® View Account Activity Statement

® Change Companv Password or CCC

® Enter Another CIK/CCC

*Wote 21 nformation will only be returned for submissions where the CIK (identified in the upper
left comer of this page) is either the Filer CIK or Login CIK of the related submission

*Note =2 For general company queries (inchiding wildcard searches), please search the EDGAR
Company database.

Figure 5-2: Retrieve/Edit Company and Submission Data Page
53 Retrieve Company Information

Another feature in EDGAR is the ability to retrieve and update your company information from
the EDGAR Filing Website. (From EDGAR's perspective, every CIK belongs to a filing entity
generally referred to as “company.” In this case, each reporting owner is a “company.”) Once you
have logged into EDGAR and accessed the Company and Submission Information Retrieval
page, you can retrieve your company information:

1. Click ‘Retrieve Company Information’. The Company Information page appears.
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Company Information

The EDGAR Company database contans the mformation hrted below about the selected Company. Please vendy
thit the data represents the current operabional state of the Company. You com update spece Company
micrmabon by chelong on the "Edet Company Information” button located below this data hrtmg

Company CIE

Fier Type:
ComparnIndmdasl
Regulated Entity Type
Company Hame
Mulmg Street 1
Mg Street 2
Mnbng City

Miing StatelCotstry.
Mikng Zip/Postal Code
Fhone

SIC

Company Reporting Humber
Pareat CIE (f ary).

*Domg Busmess As™ Name
Foreign Hame

Busmess Street |

Busmess Street 2

Businesz Caty

Bonners State/iCountry.
Bonness ZpdPortal Code
State of Incorporation:
Fascal Year End
Accelerated Filer Status
Accelerated Filer Stanss Penod

Genenal Information

Q000350007
FILER
COMPANY
HOHE

JOHN DOE CO
#3% MAFLE AVENUE
SUTTE 306
ROCEVILLE
MARYLAND
ZOB51-1324
301-555-1234
4922
001-59535%

Filer Infosmation

#9% MAPLE AVENTE

SUTTE 506

ROCEVILLE

MARYLAND

20B51-1324

VIRGINIA

10731

HOH-ACCELERATED FILER
MON JUH 05 2006

Contact for FDGAR Information, Inquiries and Access Codes

Contact Name JAME DCE
Contact Street 1 555 MOCEINGRIRD LANE
Contact Street 2 SUTTEE
Contact City, ALEXANDELA
Coptact State/Counkry VIRGIHA
Cotact TpdFostal Code 22312-2447
Contact Fhone T03-555-1234
E-Mad Address myermadaddress@nn com
Contact for SEC Acconnt Informantion and Balbng Invodces
Contact Hame: JOHH DOE
Coatact Street 1 995 MAFPLE AVENUE
Contact Street 2 SUITE 506
Coptact City: ROCEVILLE
Contact State/Country. MARYLAND
Contact ZpiPostal Code: 208511324
Coatact Pheae 301-555-1234
Other EDGAR Information
Cramer Orgasssabion CA

Accers Codes SentiGenerated Date TUE ATHG 23 161246 EDT 2005

[ EdiCompamy kdommabion |

Figure 5-3: Company Information Page
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Scroll down this page to review the company information EDGAR has stored. If any of this
information is incorrect, you can change it by using the [Edit Company Information] button at the
bottom. Note that only the information pertinent to you based upon your filer attributes (Filer
Type and Company/Individual indicator) will be displayed. For example, if you are a “Filing
Agent” or “Training Agent” the Filer Information section will not be displayed.

Note: You cannot change your CIK.
You can print this page using your browser’s print function for future reference.

For general company queries (including wildcard searches) please search the EDGAR Company
database (http.//www.edgarcompany.sec.gov).

5.4  Edit Company Information

It is the obligation of the registrant to keep the company information on EDGAR current
and valid. All changes to your company information are made immediately except for changes to
your company's name. Our Filer Support staff needs to review any change to your company's
name to ensure that it is appropriate.

Note: Filers that are registered as Broker-Dealers cannot update their company information
(except for e-mail address) through the ‘Retrieve/Edit Data’ link on the EDGAR Filing
Website. Instead, they must submit a Form BD/A (Amendment) to FINRA to update their
company information. The Form BD/A filing will automatically update the company
information in EDGAR, and thereafter the new company address information will be
pre-populated into the applicable address fields on future EDGAR submissions.

Once you have logged into EDGAR and accessed the Company and Submission Information
Retrieval page, you can edit your company information:

1. Scroll to the bottom and click the [Edit Company Information] button. The Edit
Company Information page appears.

= Note that only the information pertinent to you based upon your filer attributes
(Filer Type and Company/Individual indicator) will be displayed. For example, if
you are a “Filing Agent” or “Training Agent” the Filer Information section will not
be displayed.

= On this screen, required fields are indicated by an asterisk (*). If you do not fill in all
required fields, you will be prompted with an error upon submission.
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Edit Company Information

CTR: 0000250001

¥ oua ey up-date sy o all of the Comparry Information beied below Please up-date this mionmation carefully, smoe
the new sfreaton will be pobic sed wall sppear m afl futere ELAGAR, Blngs for thes Company

We wnll ke you to confim your changes aller wou have cheked on the "ot Changed® biston below Before
ETHIAR, mcoepts sy change Bo the Compoey's peme, we will review envd confinm the change

(™ meke ates reqared Geld)
General Infarmation

era: The “Compairy Mama ™ mas be hllﬂﬁh.ltmtﬂmmhmuﬂhﬂdﬂmlu
meel [HaAR standards. Chick haps for dedaibs.

Compary Hame = JOHN DOE GO

Mading Sreet | * S8 MAPLE AVENUE

Madng Swreer 2 SUNTE 506

Dlakng Cay ROCILE

Madirgg Staced Courary MARYLAND d
Mulng ZpdPostal Code ™ 208511124

Phone * 3015512

abe: f you de o harwe & TIM, enter 00 S000000" biebow.
Tax Idenbficaton Humber  12-M85T88

(TIH)
(OD-DDDEDDDY) =
Filer Inforimation
“Dromng Brarnees As” Hame
Fortgn Mame
[ Busmess address same a3 malkng address Busmens addreds i requred i oot the same
Busmets Street 1 ® o3 APLE AVERUE
Busmess Syeet I [&rTE 206
Busmess Ciy [ROCEVILLE
Buzmeas Stape/Cowry * MARLARD ol
Busmess ZgTosal Code ™ (2085111324
Saate of Incorporation IR, =

Fuscal Year End BADD) . 10
Comtact for EDGAR Informstion, Inquinies snid Accwss Codez

Cordact Mame = JANE DOE

[J Contact sddrers same as mading address. Contact address o reqared f not the jaeme
Contact Street 1 = S5 MDCKMGERD LAMNE

Contact Street 2 SLNTE #

Cotuct Caty * AL RN,

Comtact Sas/Country ® WIRGEREA, | *
Contuct IpiPodtad Code ™ 22010-2447

Contact Fhone = PSS

E-Mfmd Address ® rryemasclacddnrs s EoyT com

Cordnct Hame = JOHN DOE

[ Contact address rame a3 madng address. Contact address s reqared f not ghe 1mme
Cortace Stroet 1= {353 MAFLE AVENLE

Contact Street 2 =T

Contact Ciy * [ROCEMLLE

Conitace StatelCountry MAFTYLARD [«
Cotact ZgpPostad Code ®  P0BS11324

Contact Fhone ® INS55124

[ Seteni Crorges ]

Figure 5-4: Edit Company Information Page
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2. Click in the field you want to edit and change the information.

= [f you want to change your Company Name, the company name may be modified
by the software to meet the EDGAR conformance standards. These standards can
be accessed by clicking on the link in the note above the Company Name field. Note
that you will be prompted with these changes before you actually submit them.

= [f'you want to change one of your addresses to be the same as your Mailing
Address, select the “same as” check box next to the appropriate address section.
This will clear out the address currently in that section and make it the same as your
mailing address upon submission.

3. When finished, click the [Submit Changes] button.

4. Your changes appear on the Company Information Edit Confirmation page. If your
company name is conformed, a pop-up dialog indicating your entered company name
and the EDGAR conformed company name will appear as a warning.

5. Confirm the changes by clicking the [Confirm Company Changes] button at the
bottom of the page.

Company Information Edit Confirmation

CIK: 0000350001

You have made changes to the Company mformation listed below . Carefully review vour chanpes, then either
click on the "Confirm Company Changes” or chick on "Cancel Changes” to return to the menu screen.

EDGAR Company Contact Information
Internet Address: sunsumsmn i sec. gov

Confirm Company Changes

| CancelChanges |

Figure 5-5: Company Information Edit Confirmation Page

= [f'you want to cancel the changes, click the [Cancel Changes] button or click on the
browser's [Back] button.

6. The Edit Company Information Results page appears and confirms your changes. All
changes to your company information are made immediately except for changes to
your company’s name. Filer Support staff will review any changes to your company’s
name. Filer Support can reject any name change if it is deemed unacceptable. If your
proposed name change is rejected, you will receive a suspense notification message;
otherwise you will receive an acceptance notification message.
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Edit Company Information Results

CIE: Gdis2E0001

The Company information was submitted successfully. EDGAR will deliver a notification of this change to your email
address on file, Before EDGAR accepts any change to the Company’s name, we will review and confirm the change.

Hatm o Femeve/Edl Company and Submission Data Menu

Figure 5-6: Edit Company Information Results Page

If you want to return to the Retrieve/Edit Company and Submission data page, click
the [Return to Retrieve/Edit Company and Submission Data Menu] button at the
bottom of the Edit Company Information Results page.

Note: Changes to your company information are not disseminated until a live filing is
made.

5.4.1 Series and Classes (Contracts) Information

Investment company filers are responsible for keeping their Series and Classes (Contracts)
information up-to-date using the Enter Series and Classes (Contracts) Information screen. The
Commission requires certain investment companies (referred to as S/C Funds in this discussion)
to update series and class (contract) information as required upon specified events, such as name
changes, deactivations, liquidations, mergers, or other events resulting in the elimination or
merger of a series or class or de-registration of the S/C Fund. The following sections provide
more details.

5.4.1.1 Series and Classes (Contracts) Information Page

Series and class (contract) identifiers are created and their names are established on certain
registration statement and pre and post effective amendment filings specified in EDGAR Filer
Manual Volume II. The Series and Classes (Contracts) Information page provides S/C Funds a
mechanism to keep their information up-to-date in support of SEC rules adopted in Release
33-8590 (July 18, 2005) [70-FR43558], “Rulemaking for EDGAR System.” We recommend that
you refer to the SEC rules releases in conjunction with this section.

In the release, the Commission states that inclusion of identifiers for series and class (contract) are
part of the official filing and stresses that it is important for S/C Funds to keep their information
up-to-date:

“We are amending this definition to provide that the electronic identification of
investment company type and inclusion of identifiers for series and class (or contract, in
the case of separate accounts of insurance companies), as we are requiring under Rule 313
of Regulation S-T, will be deemed part of the official filing. On and after the Mandatory
Series/Class (Contract) Identification Date, failure of a S/C Fund to include correctly the
required identifiers will mean that a filing for that series and/or class (or contract) has not
been made. We also stress that it is important for S/C Funds to keep their information
up-to-date, including updating in a timely manner when a series and/or class (contract)
deactivates. If a S/C Fund does not do so, we will assume that the S/C Fund is delinquent
in reporting for a series or class (contract).”
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The investment companies (S/C Funds) that need to keep their information up-to-date are filers
whose last registration statement (excluding registrations on Form N-14) and/or post-effective
amendment was filed on:

e Form N-1A (Mutual Fund)

e Form N-3 (Separate Account Registered as Open-End Management Investment Company)
e Form N-4 (Variable Annuity UIT Separate Account)

e Form N-6 (Variable Life UIT Separate Account)

The adopting release outlines the implementation of the requirements to electronically collect and
utilize series and class (contract) information. Obtaining identifiers for series and classes via a
filing is outlined in Volume II. S/C Funds will enter information using the Series and Classes
(Contracts) Information page to update series and class (contract) information as required upon
specified events, such as name changes, deactivations, liquidations, mergers, or other events
resulting in the elimination or merger of a series or class or de-registration of the S/C Fund.

After a new class (contract) is identified on a substantive filing, and it receives a ticker symbol,
the filer must use the Series and Classes (Contracts) information page to update the class
(contract) information with the ticker symbol.

After a merger involving a series or class (contract) becomes effective, it is the responsibility of
the target S/C Fund to update the status for the series or class (contract) to ‘Merged’ (i.e., inactive
due to merger) after the last EDGAR filing is made for the target.

For series or classes (contracts) that are no longer offered, go out of existence, or de-register after
the last EDGAR filing for the series/ or class (contract) has been made, it is the responsibility of
the S/C Fund to update the status for the series of class (contract) to ‘Inactive’.

5.4.1.2 Navigating to the Series and Classes (Contracts) Information Page

You can get to the Series and Classes (Contracts) Information page to enter series and classes
(contracts) information from the Retrieve/Edit Company and Submission Data page (Figure 5-2:
Retrieve/Edit Company and Submission Data Page) on the EDGAR Filing Website
(https://www.edgarfiling.sec.gov.) These steps will get you to the page:

1. Login to EDGAR. (See Section 5.1, Login to EDGAR, if you need detailed
instructions.)

2. Click ‘Retrieve/Edit Data’ under the category “Information Exchange” on the
EDGAR menu on the left side of the EDGAR Welcome page.

3. The Retrieve/Edit Data page (Figure 5-7: Retrieve/Edit Data Page) appears and
prompts you for your CIK and CCC information. This CIK is the one with which the
series and classes (contracts) entered later will be associated.

= Enter your CIK in the CIK field and press [Tab].
= Enter your CCC in the CCC field.
» Click the [Continue] button.
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Retrieve/Edit Data
CIK and CCC Request

Enter a Company CIK and CCC

CIE:
CCC:

You must enter a vabd CIK and CIK Confirmation Code (CCC) before contmumg. The following
screens will allow you to retrieve, view and update information related to the CIE value entered.

Caonbinue

Figure 5-7: Retrieve/Edit Data Page

4. Figure 5-8: Retrieve/Edit Company and Submission Data Page, appears. Click the
‘Enter Series and Classes (Contracts) Information’ option to get to the page that
supports the entry of series and class data.

Retrieve/Edit Company and Submission Data

CIK: (0350001

"ot &l

*oote =1

Please select one of the following options:

# Retrieve Submission [n formatinn "0 Vore &7

& Betrieve Company Informatipn "568 Vom =2
® Hetrieve Module/Segment Information
@ Betrieve Returm Copies

#® Enter Series amd Classes (Contracts) Inform ation

® Request Asset-Backed Securties (ABS) Issuing Entities Creation

#® Request Return of Unnsed Funds

# Retrieve Balance Information

* View Account Activity Statement

® Change Company Password or CCC

#® Enter Another CIKCCC

page) is eltbér the Filer CIK or Login CIK of the related sibmission

Infermation will only be refurned for submissions where the CIK (identfied in the upper left comes of this

For gemeral company quenies (mchdng wildeard searches), please search the EDGAR Compeny databace.

Figure 5-8: Retrieve/Edit Company and Submission Data Page
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5.4.1.3 Enter Series and Classes (Contracts) Information Page

Only S/C Funds will need to enter series and class (contract) information. S/C Funds are filers
whose last registration statement (excluding registrations on Form N-14) and /or post-effective
amendment filing was on one of the following forms:

e Form N-1A
e Form N-3
e Form N-4
e Form N-6

If your investment company is already known in EDGAR as filing on one of the forms indicated,
EDGAR will display the Series and Classes (Contracts) Information page shown in Figure 5-10:
Series and Classes (Contracts) Information Page. [f EDGAR does not know the Investment
Company Type or the type is not an S/C Funds type, then Figure 5-9: Not a Series and Classes
(Contracts) Investment Company will appear.

Since you are not an S/C Funds type, click the [Close Window] button. You are not required to
submit series and class (contract) information.

Enter Series and Classes (Contracts) Information

The fallowang soreens are ured to musntam senes and classes (contracts) micnmation such & name, stahar, aed hoker pymbol Uie the of -bne
EDGAR. software (1) 10 idepsfy or change mvestment compasy type (ICT) when appropaate as part of the subsmmetnon process for the
relevant ubstacerve Blng and (2) 1o obbien wdensSiers for new senes andlor clagses (contracts) s pant of the submesmon process for the
substactive g by wisch they are added

CTE OO0 5000 |
Campany Name: BIG FUND TRUST CO

Senves and Clagses (Confracts) mformabon it ooy appbcable f the CIE 1= asrgned to a prenary regotrant that Lt Bled on one of the follownng
OTELS.

H-1A
H-3
H-4
H-E

L]
-
-
-

Nete The SEC has required that seriee snd claas (contract) identfiers be ured m dengnated Bngs

| Contnen d CIK Moets Abena Cragna ]

Chose Window

Figure 5-9: Not a Series and Classes (Contracts) Investment Company
5.4.1.4 Series and Classes (Contracts) Information Page Overview

Figure 5-10: Series and Classes (Contracts) Information Page is the central page you will use to
build the data for series and classes (contracts). Most buttons on this page will cause subsequent
pages to be displayed to collect information. As the information is collected, you will return to
this page where the new information is displayed. The page has two sections:

e The first section is used to display your Investment Company Type Information.
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e The second section is used to collect updated series and class (contract) information.

The first section of the Series and Classes (Contracts) Information page provides the following
function:

e Modify Company Type

The second section of the Series and Classes (Contracts) Information page provides the following
functions:

e Viewing series and class (contract) information

e Modifying series and class (contract) information

e Deleting series and class (contract) information (un-submitted items only)
e Printing the page

e Verifying/submitting series and class (contract) information

As you update your series and class (contract) data, it will be displayed as blue text. After all the
information has been collected, you can have it verified and submitted by pressing the
[Verify/Submit Changes] button.

Series and Classes (Contracts) Information

The following screens are wsed to maintain senies and classes (contracts) information such as name, stabos, and tcker symbol. Use the off-ne
EDRGAR software (1) to id=nify or change mvestment company type (1CT) when appropriate as part af the submission process for the
relevant substasitive fling and (1) to obtan identifiers for new senies and'or classes (contracts) as part of the submission process for the
substamtive filing by which they are added

CIK: 0000350001
Company Name: BIG'S FUND TRUST €02

Cuarrent iirestment Company Type: Foarm M-18 Filer (Mutual Fursd)

MadilyCompany

Serbes and Classes (Contracts) Information
NOTE: Updated infosmation are not saved (submitted) wntil vou Verify and Confirm. To Verdfy updates, click on the
“Verfy Sobmst Changes® button
Series identifier: S000193439 S1atus: Aclive e
Serias Hame: avasangsnamat

Class

E:-.:I::rn Class [Conlract) Hame L’;ﬂ“;, Stalus

CO00004BET | eva Acthve

CO00004854 | evaz Actha

CODOO042ES | e Aciiva
Saries identfier; 5000193440 Stmtus: Inacihe

Series Hame: EvASEfiSEname2

MDl;lf;' Paint

Vernfy'Submit Changes Cancal

Figure 5-10: Series and Classes (Contracts) Information Page
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Note: Updated data appears in blue.

The following section describes each button function on the Series and Classes (Contracts)
Information page.

[Modify Company] Button
The [Modify Company] button can be used to change the Investment Company Type.

When the button is clicked, the Edit Investment Company Type page displays (see Figure 5-11:
Edit Investment Company Type Page).

Edit Investment Company Tyvpe

CIK 0] 1 8586
Compuary Name: ik nowlmDist

irmestment Company Trse. [Form t-14 Filar (Mutual Fund ﬂ

Lok | ol

Figure 5-11: Edit Investment Company Type Page
To change your Investment Company Type:
e Click on the Investment Company Type drop down list. The selections are as follows:
Form N-1 Filer (Open-End Separate Account with No Variable Annuities)
Form N-1A Filer (Mutual Fund)
Form N-2 Filer (Closed-End Investment Company)

Form N-3 Filer (Separate Account registered as Open-End Management Investment
Company)

Form N-4 Filer (Variable Annuity UIT Separate Account)

Form N-5 Filer (Small Business Investment Company)

Form N-6 Filer (Variable Life UIT Separate Account)

Form S-1 or S-3 Filer (Face Amount Certificate Company)

Form S-6 Filer (UIT, Non-Insurance Product)

No longer an Investment Company Type in the selection list
e Scroll down the list and select your new ICT by clicking on it.

e Click [OK] to accept the selection and return to the Series and Classes (Contracts)
Information page.

e Click [Cancel] to cancel your selection and return to the Series and Classes (Contracts)
Information page.

[Modify] Button

The [Modify] button can be used to modify a series or class (contract):
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e To select a series, click on the radio button at the left of the series.
e To select a class, click on the radio button at the left of the class (contract).
Next, click the [Modify] button.

When the button is clicked, checks are made to see if the selected series or class (contract) can be
modified, based on:

e Investment Company Type
e Whether any series or class (contract) is selected
e Ifaclass (contract) is selected, whether the corresponding series status is Active

To modify a class (contract) for a series with a status of Inactive, the series must first be modified
to make the status Active.

If a series can be modified, the Edit Series page described in Section 5.4.1.4.1, Edit Series Page, is
displayed. If a class can be modified, the Edit Class (Contract) page described in Section
5.4.1.4.2, Edit Class (Contract) Page, is displayed.

[Print] Button
The [Print] button provides a mechanism for you to print your data in landscape mode.
[Verify/Submit Changes] Button

The [Verify/Submit Changes] button is used to verify the changes and transmit the data into the
EDGAR system.

When the button is clicked, checks are made to see if the series and class (contract) information is
correct:

e If there is more than one series with an Active status, you will be asked to review the
series names to be sure they are appropriate.

e Ifthere is a series with more than one class (contract) with an Active class status, you will
be asked to review the class (contract) names to be sure they are appropriate.

After you have confirmed the series and class (contract) information is correct, the Series and
Classes (Contracts) Information Edit Confirmation page is displayed. It is shown in Section
5.4.1.4.3, Series and Classes (Contracts) Information Edit Confirmation Page.

5.4.1.4.1 Edit Series Page

The Edit Series page appears when a series is selected and the [Modify] button is clicked on the
Series and Classes (Contracts) Information page. The page is shown in Figure 5-12: Edit Series
Page. You will use the page to change a Series Name and/or its status.
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Edit Series

CTE D000 S0 |
Company Name: RIG FUND TRUST CO

* ek ader prqared field

Sk idendfer S000002112

Enries Marme * Caviea 1

Serws Buaduy kit ) Inechive O llasged

(0} Cacal

Figure 5-12: Edit Series Page
Note: “*” indicates a required field.
To edit the Series information:
1. [Edit the Series Name as necessary
2. Ifdisplayed, click on the appropriate Series Status selection indicator
3. When the entry is complete, click the [OK] button.

Note: Ifthe Series Status is changed to Active, the status of all Classes (Contracts) for the Series
will also be set to Active. The status change will be blocked for SEC review and may be
suspended.

Note: Ifthe Series Status is changed from Active to Inactive, the status of all Classes (Contracts)
for the Series will also be set to Inactive. Any changes to the Series Name and any
previous changes to Class (Contract) Name and Ticker Symbol of the Series in this
session will revert to values assigned prior to the current session. These values will be
listed on the Series and Classes (Contracts) Information page.

Note: For a status to be changed to Merged, the original status must be Active. If the Series
Status is changed to Merged, the status of all Classes (Contracts) for the Series will also be
set to Merged. Any changes to the Series Name and any previous changes to Class
(Contract) Name and Ticker Symbol of the Series in this session will revert to values
assigned prior to the current session. These values will be listed on the Series and Classes
(Contracts) Information page.

When the [OK] button is clicked, the following data is validated:
e Series Name must be entered
e Series Name cannot be used for more than one series of the Company

If the data is correct, you are returned to the Series and Classes (Contracts) Information page and
the updated data is displayed. If the data is not valid, you will have the opportunity to change the
data or cancel the function.
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5.4.1.4.2 Edit Class (Contract) Page

The Edit Class (Contract) page appears when a class (contract) is selected and the [Modify]
button is clicked on the Series and Classes (Contracts) Information page.

The Edit Class (Contract) page is used to change a Class (Contract) Name, Ticker Symbol, and/or
the Class (Contract) status. Figure 5-13: Edit Class (Contract) Page shows the page as it will
appear.

Edit Class (Contract)

CIRk: CoOae T Sani |
Company Name: BIG FUND TRUST CO

* medacade § reqpared fekd

Eenes 80000002112
Seriat 1
Clats igerafiar CEb000nI1 0
Class {Conach Name ® Class B
Tickosr Symibol BFTCH
Class (Conbrach Stabus (&) Apovw B Margil

Canil

(]

Figure 5-13: Edit Class (Contract) Page
Note: ““*” indicates a required field.
To edit the Class (Contract) information:
1. Edit the Class (Contract) Name as necessary
2. Edit the Ticker Symbol as necessary
3. If displayed, click on the appropriate Class (Contract) Status selection symbol
4. Click the [OK] button.

Note: If the Class (Contract) Status is changed to Active, the status change will be blocked for
SEC review and may be suspended.

Note: For a status to be changed to Merged, the original status must be Active.

If the Class (Contract) is the only one for an Active Series, then its status cannot be changed to
Inactive because an Active Series must have at least one Active Class (Contract). If you change
the series status to Inactive then the class status will automatically be changed to Inactive.

If the Class (Contract) is not the only remaining class for an Active Series and the Class
(Contract) Status is changed from Active to Inactive, any previous changes to Class (Contract)
Name and Ticker Symbol in this session will be reverted to original values.

When the [OK] button is clicked, the following data is validated

e (lass (Contract) Name must be filled in
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e C(lass (Contract) Name cannot be used for more than one class of the Series
e C(lass Ticker Symbol cannot be a duplicate for the Company

If the data is correct, you are returned to the Series and Classes (Contracts) Information page with
the updated data displayed. If the data is not valid you will have the opportunity to change the data
or cancel the function.

5.4.1.4.3  Series and Classes (Contracts) Information Edit Confirmation Page

The Series and Classes (Contracts) Information Edit Confirmation page is displayed when you
click the [Verify/Submit Changes] button on the Series and Classes (Contracts) Information page.

Series and Classes (Contracts) Information Edit Confirmation

CIK: OO0 S0e00 |
Company Name: BIG FUND TRUST CO

You have made changes to the Senes and Clagses (Contracts) sdormation beted below Carefully review your changes, then either
chek on the "Confem/Suberst Changes” to subemt your chamges or chek on "Contee Ed" (o rehurn to the “Senes and Clagees
(Crnracts) Infermaton” sereen
hlodificd Series and Clazses (Contracts)
Ideriior; COOO00M31 2
Chunge Type: Mamo
Fiotie Clasi AA

Tec Class B

[ ConfireySibmit Chonges J

Contingg Edf

='||r.'

Figure 5-14: Series and Classes (Contracts) Information Edit Confirmation Page

Figure 5-14: Series and Classes (Contracts) Information Edit Confirmation Page, shows the page
as it appears after all updates to your series and class (contract) data have been validated but prior
to transmission to EDGAR. This gives you a final chance to review your series and class
(contract) data. Use this page to review and confirm all changes you made. Click the [Continue
Edit] button to continue making additional changes. We recommend that you create a printed
copy of your series and class (contract) data to keep for your records. Click the [Print] button to
print this page. After your successful review, click the [Confirm/Submit Changes] button to
transmit the information to EDGAR.

JuneQOctober 2014 5-17 EDGAR Filer Manual (Volume I)



DRAFT

Series and Classes (Contracts) Information Edit Confirmation

CIK O L )
Comnpany Nume: HIG FUND TRUST OO

Vo burer mmade changes to G Sentr and Classes (Cootraotn) mdfomaton kied below Carelfidy renew your changes, ten egher
ek oa S "Confrm Sobest Changet” to tubmt your chamges of cheke o "Cootene EA" to retun 1o e "Senet ond Cligres
(ontracts) Iformaton” poreen
Dlodafied Serves anad Claves (Condr acitn)
Mebeion ;. OOD000 11 7
A Buareps Tyge Faa
Pasmni Ciasn AR

T Clasu

| CprbemngSberad Chanoe |

_ortraqy € or

Frwr

Figure 5-15: Series and Classes (Contracts) Information Edit Confirmation Page

The successful transfer of the data to EDGAR will be shown on the Series and Classes (Contracts)
Information Edit Result page as shown in Figure 5-16. This confirms that EDGAR has received
your updated series and class (contract) information. EDGAR will deliver a notification of this
change to your e-mail address on file. Click the [Close Window] button to close the window.

Series and Classes (Contracts) Information Edit Result

CIK: OO00AZ000]1
Company Name: BIG FUND TRUST ©0O2

Your Series and Classes (Contracts) request was submitted. Your accession number for this submiszion s 0000350001-13-002777.

Please note that vour change request may be subject to review by the SEC's Office of Filings and Informaton Seraces (OF1S) Fler Support
Branch. Untd this review is complete, vour modifications will not appear on the Series and Classes (Contracts) screens. Upon OF1S review and
acceptance, EDGAR. will deliver a notification of your changes to your «-mail address on file. If you have any questions regarding the statas of
yourr request, please contact OFIS at (202) 551-8200

[ Close Window

Figure 5-16: Series and Classes (Contracts) Information Edit Result Page

If you click the [Verify/Submit Changes] button on the Series and Classes (Contracts)
Information page and make no changes, the page shown in Figure 5-17: Series and Classes
(Contracts) Information Edit Confirmation Page, will be displayed stating, “No changes have
been detected.” You will see a button to return to the Series and Classes (Contracts) Information

page.

EDGAR Filer Manual (Volume I) 5-18 JuneOctober 2014



DRAFT

Series and Classes (Contracts) Information Edit Confirmation

CTE: OOO0R5000 1
Company Name: BIGC FUND TRUST CO

Mo changes have been detected

1 Fetun 1o Senes and Classes (Confracts) nformaton Screen |

Close \Window

Figure 5-17: Series and Classes (Contracts) Information Edit Confirmation Page
5.4.1.4.4  Series and Class Notification

Figure 5-18: Series and Class Notification, Modified Items, shows a sample of the notification
resulting from the modification of existing series and class data.

As with acceptance/suspense messages you receive for filings, EDGAR will deliver these
notifications to your e-mail address on file (you may also view this notification using the Retrieve
Submission Information option on the Retrieve/Edit Company and Submission Data page shown
in Figure 5-1: Retrieve/Edit Data Page, and described in Section 5.2, Accessing Submission and
Company Information). Note that the form type of the Series and Classes (Contracts) update
transmission is SCUPDAT. Each notification provides a summary of the changes.
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Series and Class Notificauon. Modified ltems

THE FOLLOWIKG SUBMISSION HAS BEEN ACCEPTED BY THE U.5. SECURITIES AND EXCHANGE
COMMISSION.

COMPANY ! BIG FUND TRUST CO

FORM TYPE! SCUPDAT NUMBER OF DOCUMENTS: 1

RECEIVED DATE: l3-Sep-2004 09:56 ACCEPTED DATE: 13-Sep-2004 D9:56
TEST FILING: N2 CONFIRMING COPYL ND

ACCESSION NUMBER: OCO0350001-04-017580

FILE MUMBER(S):
1. Mone.

THE PASSWORD FOR LOGIN CIK 0000350001 WILL EXPIRE O0l-Apr-2005 15:1E.
PLEASE REFER TO THE ACCESSION NUMBER LISTED ABOVE FOR FUTURE IMNCGUIRIES.
REGISTRANT{S}:

1. CIK: 000350001
COMPANY : BIG FUND TRUST OO
FORM TYPE: SCUPDAT

FILE NUMBERLS):

1. Mone.

SUMMARY OF CHANGES:
MODIFIED THESE CLASSES (CONTRACTS):

L. CLASS (CONTRACT) ID: CODOOODO3IL2
OLD NAME: Class A
NEW NAME: Class B

URGENT: VeritTy that 211 of your addresses on the EDGAR database are
correct. An incorrect address in the EDGAR Accounting Conmtact Mame
and Address informatiom may result in your fee Account AcTivity
statement being returned to the SEC as undeliverable, Please correct
outdated addresses via the EDGAR fiTing website.

The EDGAR system is available to receive and process filings from
€:00 a.m. To 10:00 p.m, Eastern Time on business days. Filer Support
staffT members are available to respond to requests Tor assistance Trom
7:00 a.m. o 7:00 p.m. Eastern Time.

we strongly encmrq.sllg you to visit the Filing website at .
https://www.edgarfiling.sec.gov. You can download our current version
of the EDGARLink/windows software and templates, ths Filer Manual,
receive on-1ine help, and access Frequently Asked Questions.

Figure 5-18: Series and Class Notification, Modified Items

5.5 Request Return of Unused Funds

Filers must request a return of unused account funds via the EDGAR Filing Website.

Once you have logged into EDGAR and accessed the Retrieve/Edit Company and Submission

Data page, you can request for a return of unused funds:

1. Click the ‘Request Return of Unused Funds’ link. The Select the Method of Payment

page displays (Figure 5-19: Method of Payment Selection Page).

EDGAR Filer Manual (Volume I)

5-20

FuneOctober 2014



DRAFT

Select the Method of Payment

CIK: 0000350001

(1) Check Paymnent

(2} Wire Transfer

Submil Canced

Figure 5-19: Method of Payment Selection Page

2. Select whether you would like a return of your unused funds in the form of a check
payment or a wire transfer.

3. Click the [Submit] button. The Request Return of Unused Funds page displays.
Alternatively, click the [Cancel] button to return to the Retrieve/Edit Company and
Submission Data page.

4. Enter either your Social Security Number or Tax Identification Number in the
corresponding fields. Ensure that the format of your SSN is DDD-DD-DDDD or your
TIN is DD-DDDDDDD, where D is a digit.

5. Enter the amount (in dollars) to be refunded in the Amount of Request in US Dollars
field.

6. Justify your request by selecting from the options given. If you select “Other”, then
provide a description in the text box provided.

7. Enter the e-mail address (up to three) of anyone else that you want to notify if the
request for refund has been accepted or rejected. An e-mail address must be in the
standard e-mail format and include one “@” and at least one “.” after the “@”.

8. If necessary, you may update the Contact Name and Phone Number for this return of
unused funds request.

Note: The Contact Name, Phone Number, CIK, Company or Individual name, and
Mailing Address are pre-populated. However, only the Contact Name and
Phone Number fields are editable for this request. Changes made to the Contact
Name and the Phone Number on the request will not update the information
stored in the EDGAR company database. To make a permanent change to the
Contact Name, Phone Number, or other information maintained in EDGAR
(e.g., name, mailing address, contact information, e-mail address), use the
‘Edit Company Information’ link available on the Request Return of Unused
Funds page.

9. Provide the following additional details if you selected ‘Wire Transfer’ as the method
of payment:

= Name of the institution: Enter the name of the institution.
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= 9-digit routing number (ACH ABA#): Enter the 9 digit routing number in the format
DDDDDDDDD where D represents a digit.

= Depositor’s Account Number: Enter the account number of the depositor.

» Type of Account: Specify the type of account, whether it is a savings or a checking
account.

10. Click the [Submit Request] button on the Request Return of Unused Funds page. The
Request Return of Unused Funds Confirmation page displays (Figure 5-20: Request
Return of Unused Funds Confirmation).

Request Return of Unused Funds Confirmation

You have reqoested a retom of umssed fee account fimds. Casefully review the nformation provided below, then either select
“Submit Request” or "Cancel Regoest” to rehem to the Request Reten of Unnsed Funds screen

Method of Pavment Check Payment

CIK: (00350001

Company or Individoal Name: BIG'S FUND TRUST CO2
Mading Street 1: 126 STREETS

Mading Street - CHEC THIS ADDRESS
Mladfing Ciy: CENTREVILLE

Mlading State pEEY

Mading Zip/ Postal Code: AIINEE

Social Secwity Number (S5M):

Tax Identsfication Mumber (T[N} Q- OO0

Ameount of Bequest i US Dollars: 51599

Contact Person TESTER ONE

Contact Phone: 123-456-T820
Tustification for Request Duphicate Payment made
Explanation:

MNotification Emed Address: 1)
Noseaton Emol Addrecs: 2)

Notfication Emesl Address: 3)

Cancel Reguesi

LWL Y
(i R gl

Figure 5-20: Request Return of Unused Funds Confirmation

11. Click the [Submit Request] button on the Request Return of Unused Funds
Confirmation page. You will be notified of the status of your request via e-mail —
whether the request for return of unused funds was accepted or denied.

Note: You can also view the notification via the ‘Retrieve Submission Information’
link on the OnlineForms Management or the EDGAR Filing website.

Click the [Cancel Request] button to return to the Request Return of Unused Funds
page.
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5.6 View Fee Account Information

Filers can view their account balance and the amount of most recent deposit, via the EDGAR
Filing Website. The account balance may include any offsets used to pay for fees, as well as
possible refunds and deposits. Additionally, filers can view their account activity statement for
the previous 12 months, one month at a time.

Note: The account information may take up to 24 hours from the date and time of the last
transaction to display updated information on the Balance Information page.

5.6.1 View Account Balance and Amount of Last Deposit

Once you have logged into EDGAR and accessed the Retrieve/Edit Company and Submission
Data page, you can view your balance information and amount of last deposit.

1. Click the ‘Retrieve Balance Information’ link. The Balance Information page (Figure
5-21: Balance Information Page) opens displaying the CIK, account balance, and last
deposit information for the filer.

Balance Information

The EDGAR Fee Subsystem contains the account information listed below about the selected
Company.

Account information may take up to 24 hours from the time and date of the last transaction to
display updated information.

CIE: 0000350001
Account Balance: = £8,082 238,089 %2

ﬁmtrm!t of Last £3.335.00

Deposit:

Date of Last Wed Jan 07 00:00:00 EST 2009
Deposit:

Cancal |

Figure 5-21: Balance Information Page
2. View the account balance in the Account Balance ficld.

3. View the date and amount of the last deposit in the Date of Last Deposit and Amount
of Last Deposit fields.

5.6.2 View Account Activity Statement

Once you have logged into EDGAR and accessed the Retrieve/Edit Company and Submission
Data page, you can view your account activity statement for the previous 12 months, one month at
a time:

1. Click the ‘View Account Activity Statement’ link. The View Account Activity
Statement page opens (Figure 5-22: View Account Activity Statement Page).
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View Account Activity Statement

CIK: 0000350001
Statement [—j =
Period: oLl

Submit Request |

Figure 5-22: View Account Activity Statement Page

2. Select the statement period of the account activity statement from the Statement
Period field. You can select the period that you want to view from one of the 12
previous statement periods.

3. Click the [Submit Request] button. The account activity statement for the selected
period displays on the Account Activity Statement page.

Table 5-1 contains a list of all the fields and descriptions available on the Account Activity
Statement page.

Table 5-1: A Description of Fields on the Account Activity Statement Page

Field Description

Period Ending Refers to the end period/date of the Account activity statement.

Account Number The account number that identifies your account. This number
should be referenced when corresponding with the SEC.

Statement Period Period of time covered by the statement - for example 10/1/2011 -
10/31/2011.

Beginning of Period

Due SEC Total amount of funds due to the SEC at the beginning of the
statement period.

Available Total amount of funds available at the beginning of the statement
period.

Current Activity

Payment Applied Total amount of funds received during the statement period.

Includes corrections made during the statement period.

Filing Fees Incurred Total filing fees incurred during the statement period. Includes
adjustments made during the statement period.
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Field Description
End of Period
Due SEC Total balance owed to the SEC at the end of the statement period.
Available Total balance of funds available at the end of the statement

period.

Transaction Details

A detailed listing of account transactions and corrections made
during the statement period.

Transaction Date

The date the transaction was posted to your account. This date
may differ from the actual filing date of the document or receipt
of funds.

Activity/Description Describes various fee payment methods; for example — wire
transfer, mail.

Form Type/Reference Refers to the type of form (reference number).

Number

Amount The amount of the transaction.

Balance The balance remaining after the transaction.

Remit Check Payment to | Provides information on where to submit your check if you owe

payment to the SEC.

Remit Wire payment to

Provides information on where to send your wire payment if you
owe payment to the SEC.

ABA The US bank’s 9-digit routing number (Format: DDDDDDDDD).
Account Number The US bank account number designated for SEC filers.
CIK The login Central Index Key.

5.7  Logging in with a Different CIK

As you navigate through the Submission and Company Information page, the information you
retrieve is limited to your login CIK. If you have more than one CIK you can change to an

alternative CIK:

1. From the Retrieve/Edit Company and Submission Data page (Figure 5-2:
Retrieve/Edit Company and Submission Data Page), click ‘Enter Another CIK/CCC’.
The Retrieve/Edit Data login page (Figure 5-1: Retrieve/Edit Data Page) appears.

2. Enter your CIK and CCC and click the [Continue] button.

You can then access or edit all information associated with that CIK.
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6. INTRODUCTION TO FILING ON EDGAR
6.1 Preparation and Submission

After you have completed your application to submit filings on EDGAR, you will be ready for the
filing process. The SEC provides a number of tools to help you with this process. The method you
use to submit your filing will depend on the form type you need to submit. The tools and detailed
instructions for their use are covered in Volume II of this manual. General information about the
tools and transmission methods is outlined in the following section. This information is intended
as an introduction. Please refer to EDGAR Filer Manual Volume II before you submit a filing.

For EDGARLink Online and all EDGAR websites, we recommend that you use Internet Explorer

FO-threugh 8.0 erFirefox170-or-greater. The-other EDGAR websites-enly-werlk-with-Internet
Explorer-verston7-0-ertater- EDGARLink Online and all EDGAR websites also work with
Firefox 24.x. The use of browsers is discussed in Section 2.3, Introduction to Web Browsers.

Once you have completed your registration as a filer on the EDGAR system and have obtained
your access codes, to submit EDGAR filing you must:

e Obtain EDGAR-compatible hardware (computer equipment) and software, see Section
2.5, EDGAR Hardware and Software Requirements.

e Secure an ISP for access to the Internet

e Properly prepare and maintain documents and software, see EDGAR Filer Manual
Volume II.

6.2 EDGARLIink Online Forms
6.2.1 Creating an EDGARLink Online Filing

EDGARLIink Online can be accessed from the EDGAR Filing Website at:
https://'www.edgarfiling.sec.gov.

Note: Please remember to enter https. You will not be able to access the EDGAR Filing Website
without the “s” designation.

EDGARLIink Online allows you to prepare and transmit a number of submission types. (See
Volume II of this manual for details as to which specific submission types.) The main content of
these submissions consists of attached documents one of which is the form itself. You should
create the documents first and then “build” the submission using the online application.

When preparing your submission using EDGARLink Online, you will use a browser. Once you
enter all of the information needed and have attached your documents, you will submit it directly
from EDGARLink Online.
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6.2.1.1 EDGARLIink Online Data Gathering Model
All online submissions will follow the same basic model. EDGARLink Online will:

e Allow you to select the specific submission type that you want to assemble and submit to
the SEC, e.g. Form 8-K, Form 24F-2NT, Form F-1.

e Allow you to provide general submission information, i.e., contact name, phone number,
e-mail address, and Return Copy information.

e Allow you to provide additional e-mail addresses to receive Filer Notification messages.

e Allow you to provide all of the necessary information required by the SEC rules on an
appropriate data gathering form.

e Allow you to verify the information on the form.
e Allow you to upload attachments, i.e. cover letters, exhibits, or correspondence.

e Allow you to review and confirm your information in the context of the form you are
filing and then print the submission for your records.

e Allow you to transmit the reviewed submission to EDGAR for processing.

The following are important notes to consider when preparing a submission using EDGARLink
Online:

e You can exit the window at any time to discard your work in progress and start over.

o All filings designated as live that you prepare and submit online are considered to be
live EDGAR submissions. Once you transmit an online prepared submission that has
been designated as live, it will be automatically processed by EDGAR, and if accepted,
disseminated to the public (based on the dissemination rules in EDGAR).

6.2.1.2 Submitting an EDGARLink Online Form

When you create an EDGARLink Online Form, the preparation and transmission processes flow
together in a single browser session. You may save your online submissions to your local drive
and transmit them later. The software will guide you through the process.

Note: Refer to Section 2.3.1, Browser Differences, for details on how to set up the Firefox
browser’s save/download preferences.

When you are certain that the data you have entered is correct, then use the [SUBMIT] button to
send in your submission.
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Online XML Forms
Creating an Online XML Form

The OnlineForms/XML Website is no different than most other websites that you now visit. It
uses the same browser-based application software and transmission methods as the other sites and
you probably will be able to submit filings to EDGAR from the website with little or no changes
in your hardware or software configurations. You can access the OnlineForms/ XML Website at:
https.://www.onlineforms.edgarfiling.sec.gov.

Note:

Please remember to enter https. You will not be able to access the OnlineForms/XML
Website without the “s” designation.

We require that your browser supports Java script.

This website was established in order to make it easier for filers and their agents to submit
ownership and other required electronic filings. The XML Forms website software will use the
filer-provided information to prepare an XML tagged ownership primary document that can be
verified and printed by the filer and then transmitted to EDGAR for processing. Once EDGAR
has accepted the submission it will disseminate the header in tagged Standard General Markup
Language (SGML) and the primary document in tagged XML.

Note:

You can only create and submit one Form submission at a time. If you are filing on behalf
of a company's officers and directors you must create a separate form for EACH officer
and director.

6.3.1.1 OnlineForms/XML Data Gathering Model

All online submissions will follow the same basic model. The OnlineForms/XML Website will:

Allow you to choose the type of submission to prepare, i.e. Assemble Ownership
Submission.

Allow you to select the specific ownership form type that you want to assemble and
submit to the SEC, i.e., Form 3, Form 4, Form 5.

Allow you to provide general submission information, i.e., contact name, phone number,
e-mail address, and Return Copy information.

Allow you to provide additional e-mail addresses to receive Filer Notification messages.

Allow you to provide all of the necessary information required by the SEC rules on an
appropriate data gathering form.

Allow you to provide your signature and signature date.

Allow you to verify the information on the form.

Allow you to edit reporting owner address on the form where necessary.

Allow you to upload attachments, i.e. cover letters, exhibits, or correspondence.

Allow you to review and confirm your information in the context of the form you are
filing and then print the submission for your records.

Allow you to transmit the reviewed submission to EDGAR for processing.
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The following are important notes to consider when preparing a submission using the
OnlineForms/XML Website:

e There is no capability to save work in progress so it is important for you to have all of the
information necessary to complete the form before you begin to assemble your submission
online.

e You can exit the window at any time to discard your work in progress and start over.

o All filings that you prepare and submit online are considered to be live EDGAR
submissions. Once you transmit an online prepared submission it will be automatically
processed by EDGAR; and, if accepted by EDGAR, immediately disseminated to the
public.

e The maximum size of your submission must not exceed 200 MB.
6.3.2 Transmitting an Online XML Form

Unlike other form types, when you create an Online Form, the preparation and transmission
processes flow together in a single browser session. Since you cannot save your online
submissions, you must transmit them immediately after their preparation. The software will guide
you through the process. When you are certain that the data you have entered is correct, then use
the [Transmit Submission] button to send in your submission.

6.4 Filer-Constructed Technical Filing Specifications

The SEC recognizes that there are cases when filers will want to prepare their own submissions
without the use of the software developed by the SEC. There are companies that develop value
added software for the preparation and submission of EDGAR filings. Many times a subsection of
the filing community will find this software desirable and the programs may include capabilities
beyond that of the SEC provided software. Some filers may also want to develop their own
interface to larger computer systems that will deliver tagged form output ready for submission.
Other filers may want to develop their own tagged output without the aid of computer programs
or interfaces. We call all of these types of filings “Filer-Constructed”. (Please note that previously
these filings were referred to as “reduced content” filings. Since their content is actually the same
as filings produced by any of the EDGAR Filer software programs, we are updating the name
used to refer to these filings to Filer-Constructed.)

To facilitate this type of filing content development, we publish technical specifications. This
allows companies to create software or form output compatible with the EDGAR system. The
SEC does not provide support services for this type of development, but will keep the technical
documentation up-to-date to coincide with EDGAR releases. We recognize that we cannot always
provide the amount of lead time that development firms would like to create or modify their
software, but we will publish these technical specifications as soon as possible in a draft format.

PLEASE NOTE: Draft EDGAR Technical Specifications posted before Commission
approval of potential regulatory changes in a release are provided as a service to our filing
community to assist filers, agents, and software developers in preparing for potential
changes the staff anticipates. Since this is a draft specification, the SEC retains the right to
change any part of the specification before the release is made final. The changes outlined
in the technical specifications will note the date that these changes, if regulatory changes
are approved, are scheduled to take effect. The schedule is subject to change. The final
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version of the technical specification will be made available on or about the release date
on the SEC's public website.

Because of their limited audience, these documents are produced separately from the EDGAR
Filer Manual. Also, the production schedule may not follow that of the Filer Manual. Most filers
will not use these documents. Only those companies with technical skill sets and understanding
needed to produce software that creates submissions or Filer-Constructed documents should
utilize these manuals.

6.4.1 XML Form Type Technical Specification

Online filings are produced in XML format. The XML Technical Specification is comprised of a
number of documents, each specifying the format for a specific submission type or a small group
of related submission types. For example, the document describing Section 16 Forms is called the
Section 16 Forms XML Technical Specification. Form types that are XML formatted include the
content of the paper form within the main, primary document. Thus a Technical Specification for
one form type is considerably larger than that an EDGARLink Online Filer-Constructed XML
form, which would include header information only. Also, many companies may produce a single
or limited number of forms in this format. In this case, delivering all of the forms in a single
document might make the information for a single form type more difficult to find. Packaging the
Technical Specifications for all XML form types in a single document would produce an
extremely large document that would take considerable time to download and would be difficult
to use. Thus we feel separate form packaging is desirable.

Since XML is a tagged format, the document includes a description of all of the tags and the
allowable content and format of the data elements. In this type of submission, the form type is
made up of XML content. The technical specification reflects this aspect and describes all of the
form content in a tagged structure. The technical specification also includes the details on how to
include additional document content such as cover letters and correspondence. Attached
documents must be MIMed and must be surrounded by tags that define the content as an attached
document.

6.4.2 Transmitting XML Form Types

After you prepare your Filer-Constructed submissions, you can submit them using the website
pages for transmitting filings. XML Filer-Constructed filings can be submitted using the
OnlineForms/XML Website (https://www.onlineforms.edgarfiling.sec.gov) and using the
EDGAR Filing Website (https.//www.edgarfiling.sec.gov). Directions on the website guide you to
select the file to be transmitted using the standard Microsoft browse function. If you have a third
party application that uses low-level HTTPS software to transmit filings, you will need to have
your EDGAR interface integrity inspected often. The SEC cannot guarantee that EDGAR
website pages will remain constant; therefore, developers of these applications must be prepared
to update this interface whenever a new EDGAR release is installed.
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APPENDIX A. GLOSSARY OF COMMONLY USED TERMS, ACRONYMS, AND

ABBREVIATIONS

ACCEPTANCE Notification from the SEC that an electronic submission has met the

MESSAGE minimum filing requirements and been accepted by EDGAR. If the
submitter or filer has an Internet electronic mail (e-mail) address, the
acceptance messages are sent by e-mail to that account. Acceptance
messages are also sent to all Internet e-mail addresses on the
Notification page.

ACCEPTANCE Procedural checks performed by EDGAR to determine whether a

REVIEW filing meets certain minimum filing requirements. The requirements
may relate to the composition and completeness of the submission
package, as well as to the particular type of filing being made.

ACCEPTED The term that describes a filing that has successfully passed
acceptance review.

ACCESSION A unique number generated by the EDGAR system for each

NUMBER electronic submission. Accession numbers are reported to submitters
and filers in the acceptance and suspense messages. Assignment of an
accession number does not mean that EDGAR has accepted your
submission.

ASCII American Standard Code for Information Interchange. The ASCII
character code must be used for asynchronous transmissions.

ASCII/SGML This is our term for SGML documents in ASCII format that differ
from the HTML document format that EDGAR also supports.

ASYNCHRONOUS A method of data transmission.

BROWSER Commercially available software used in viewing on the Internet such
as Firefox and Internet Explorer.

CCC CIK Confirmation Code.

CENTRAL INDEX A unique number assigned by the SEC, distinguishing the company

KEY (CIK) or individual to which it is assigned. Used by EDGAR to identify
either a submitter (LOGIN CIK) or filer.

CIK Central Index Key

CIK An eight-character code that EDGAR uses in conjunction with the

CONFIRMATION CIK to authenticate a filer.

CODE (CCCO)

CLASS Unique identifier assigned by SEC to each class (contract) of an

(CONTRACT) investment company. The format is a 'C' followed by nine digits.

IDENTIFIER
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Refers to portions of documents omitted from public filings pursuant
to SEC rules (e.g., Rule 406 under 1933 Act).

An electronic copy of a paper filing. The paper filing is considered to
be the official copy and the confirming copy is an electronic
duplicate.

A unique string of letters and numbers that the web server stores in a
file on your hard drive. This method is used by web designers to track
visitors to a website so the visitors do not have to enter the same
information every time they visit a new page or revisit the site.

A submission type EDGAR participants may use to submit
non-public information, generally correspondence, to the SEC staff
that is not disseminated immediately. The SEC staff may release all
or portions of these documents electronically if they relate to the
staff’s review process. See SEC Press Release 2004-89, “SEC Staffto
Publicly Release Comment Letters and Responses.”

An element in a submission data entry form.

An identifier that labels specific information submitted to EDGAR.
Data fields are created by placing angle brackets on either side of a
term. An end data field is distinguishable from a begin data field by
the "/" (virgule/slash) immediately following the opening angle
bracket (<). For example, the beginning and end of a table would be
signified by <TABLE> and </TABLE>, respectively.

An electronic submission sent via-ateased-tne-or the Internet.

Document is a generic term for the various forms, reports, schedules,
exhibits, items of correspondence, etc., that comprise filings and
other submissions. An electronic document originating with a filer or
agent can only be sent as part of a submission. A document is a
discrete unit of text. One or more documents comprise an electronic
submission. Examples of documents include a 1933 Act registration
statement, a 1934 Act Form 10-Q, or a cover letter. Each exhibit is a
separate document within a submission.

A header used within an EDGAR submission to indicate, by the
appropriate use of tags and tag values, the document type, and if
desired the description of the document. EDGAR constructs
document headers for each separate document contained within a
submission.
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Submissions received may consist of more than one document. For
example, a Form 10-K, an exhibit, and a cover letter constitute three
separate documents in one submission. Each document must begin
with a document header. A Form 10-K submission must contain at
least one document, which is the Form 10-K.

The SEC’s Electronic Data Gathering, Analysis, and Retrieval system
for electronic filing.

A person or entity whose required filings must be submitted
electronically.

A document or series of documents submitted in electronic format, at
least one of which is required to be filed with the SEC pursuant to the
federal securities laws.

A form type header and all associated documents representing one or
more filings that are transmitted to the Commission in electronic
format. An electronic submission may also contain correspondence
material and modules or segments. The maximum size of your
submission must not exceed 200 MB. EDGARLink Online
submissions size calculation includes the size of the mimed
documents. (Refer to Section 7.3.2 of Volume II of the Filer Manual
for details.)

A regulated electronic mail service in EDGAR that provides for the
delivery of acceptance and suspense messages from the SEC via the
Internet.

Note: EDGAR does not e-mail requested Return Copies. You can
download them from the EDGAR Filing Website; see Volume 11,
EDGAR Filing.

A person or company that registers on the EDGAR system for the
purposes of electronic filing. Each entity has its own Central Index
Key. Some legal entities may have more than one CIK if they serve in
more than one filing role. For example, if a filing agent also has an
arm of the company that does training and acts as a training agent.

A number assigned by the SEC to registrations, applications, and
reports.

A person or entity on whose behalf an electronic filing is made that is
not otherwise covered by another Form ID applicant type.

A financial printer, law firm, or other person, which will be using
EDGAR access codes to send a filing or portion of a filing on behalf
of a filer.
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A distinct type of submission that must be filed pursuant to the
federal securities laws (e.g., 1934 Act Form 10-K or a preliminary
proxy statement).

The electronic application used by new filing entities to apply for
access codes to file on EDGAR, namely the CIK, Password, CCC,
and PMAC. The paper form is to be used as a reference when
applying for access codes to file on EDGAR or to satisfy the SEC's
authentication requirement.

A Form “Separate Exhibit” accompanies all exhibits to electronic
filings that are submitted in paper.

The form used to notify the Commission that the filing is being made
in paper pursuant to a temporary hardship exemption, as specified by
Rule 201 of Regulation S-T.

A distinct type of document that is required to be filed pursuant to the
federal securities laws, e.g., Form 10-K or S-1. Form types may have
several variants (e.g., an initial filing and an amendment). For
EDGAR, each variant is recognized by a specific name, referred to as
a submission type.

File Transfer Protocol.

EDGAR Filing Website.

Tags (fields) that must appear together. The tags that must follow the
lead tags are shown with the same number plus a numerical
designation (e.g., 5.1, 5.2, etc.). When you use grouped tags, all of the
possible grouped tags may not apply to your filing. You should only
use applicable tags. See Tag in this list of terms.

Note: All XML submissions group and place tags for both the
submission and the primary document.

The basic information required to supplement each electronic
submission and document submitted through EDGAR. Submission
headers provide identifying information about the filing (e.g., the
submission type of the principal document, the identity of the
electronic filer, and any fee data). Document headers identify each
document in an electronic submission.

Hypertext Markup Language is a simple markup language you can
use to create documents that are portable from one platform to
another. It consists of tags that you use to describe data elements
within your submission.
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A person or entity that is required to file a Form 13F under Section
13(f) of the Securities Exchange Act of 1934, as amended. (See 15
U.S.C. 78m(f)(6)(A)).

An electronic network of computers that transmits data. The SEC
uses the Internet to provide access to its website and to transmit
acceptance and suspense notification messages.

Synonym for the e-mail address for filers with Internet addresses.

A person or entity that meets the definition of “investment company”
in Section 3 of the Investment Company Act of 1940, as amended
(See 15 U.S.C. 80a-3), or otherwise registers an offering of its
securities on a registration form adopted by the Commission under
such Act, including management companies, face-amount certificate
companies, unit investment trusts, business development companies,
and insurance company separate accounts (including any separate
account which would be required to be registered under the
Investment Company Act of 1940 except for the exclusion provided
by Section 3(c)(11) of such Act and which files a registration
statement on Form N-3 or Form N-4).

Information required on the Series and Classes (Contracts)
Information page.

Internet Service Provider

A person or entity that is a “large trader” as defined by Rule
13h-1(a)(1) under the Securities Exchange Act of 1934, as amended
(See 17 CFR 240.13h-1(a)(1)).

Lightweight Directory Access Protocol.

The term used to describe the arrangement with the U.S.
Treasury-designated depository to collect and deposit checks, money
orders, cash, and wire transfers to an SEC account at the depository.
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MASTER SEGMENT In EDGAR, a segment, referred to as a subordinate segment, is a
document (partial or whole) that is to be included into a submission
once EDGAR has processed it. The master segment is the final
submission you transmit to EDGAR that incorporates all the
previously submitted subordinate segments.

MODULAR In EDGAR, a modular submission is a document intended to be

SUBMISSION SUBMISSION “included”, i.e., physically incorporated, into another
submission in a future submission. You can include modular
submissions in a filing by using special tags.

MODULE A partial or complete document that is intended to be included in an
electronic submission. Filers submit modules to EDGAR as module
documents in module submissions. Modules are stored in a
non-public data storage area of EDGAR. Filers can incorporate them
into multiple subsequent submissions. Up to 10 modules may be
stored for a single CIK on EDGAR. Storage is limited to a total of 1
megabyte per CIK, with a maximum of 1megabyte for a single

module.
MUNICIPAL A person or entity that is a “municipal advisor” as defined in Section
ADVISOR 15B(e)(4) of the Securities Exchange Act of 1934, as amended by the

Dodd-Frank Act. (See 15 U.S.C. 780-4(¢)(4)).

NESTED Certain data fields that must appear together are “nested”. In the tag
example tables in Volume II, EDGAR Filing, the lead fields are
shown first in nested groupings. The fields that must follow are
shown with the same number plus an alpha designation (e.g., 5, 5a,
etc.) When you use nested fields, not all of the possible nested fields
may apply to your situation. You should only use the fields that
apply. Certain nested field sets also require an end field.

NON-INVESTMENT A person or entity submitting an application for an order seeking an

COMPANY exemption under the Investment Company Act of 1940, as amended.
APPLICANT
NON-PUBLIC Information that is not immediately disseminated publicly.

Correspondence is non-public information. However, the SEC staff
may release all or portions of these documents electronically if they
relate to the staff’s review process. See SEC Press Release 2004-89,
“SEC Staff to Publicly Release Comment Letters and Responses.”

N-SAR Investment Management Semiannual Report
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PASSPHRASE A security code used in conjunction with the CIK to generate a set of
EDGAR Access Codes. You must enter these two codes correctly to
generate New or Replacement EDGAR Access Codes. The
passphrase is unique and distinct from the password. The passphrase
cannot be used to log in to any of the EDGAR websites.

PASSWORD A unique, confidential code assigned to EDGAR filers that must be
used in conjunction with the CIK number. You must enter these two
codes correctly to access EDGAR. You must use the electronic Form
ID to apply for a password.

PDF Portable Document Format.

PDN Public Data Network.

PMAC Password Modification Authorization Code. An eight-character code
that authenticates a request to change a password.

REGISTRANT The issuer of securities for which a registration statement, report,
proxy, or information statement is filed.

RETURN COPY A copy of an accepted filing posted on the EDGAR Filing Website
and available to registrants and co-registrants only.

SCP Secure Copy; see SSH.

SEC U.S. Securities and Exchange Commission.

SEGMENT A portion of a filing, submitted separately, which you may combine
with other segments up to six business days later to make a single
complete filing.

SEGMENTED A submission comprised of segments submitted separately, and later

FILING combined at the direction of the filer to make a single complete
submission.

SERIES Unique identifier assigned by SEC to each series of an investment

IDENTIFIER company. The format is a 'S' followed by nine digits.

SGML Standard Generalized Mark-up Language.

SROs Self-Regulatory Organizations.

Example SROs are:
NYSE - New York Stock Exchange
BSE - Boston Stock Exchange
NASD - National Association of Securities Dealers
See Volume II, EDGAR Filing, for a complete list.
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SSH Secure Shell Protocol; a transport layer protocol, which runs on top of
TCP/IP and provides a mechanism for secure file transfers (SCP). A
UNIX-based command interface and protocol for securely getting
access to a remote computer.

SUBMISSION A submission is the fundamental unit of information that is
transmitted to EDGAR for receipt, validation, and acceptance. It is
the conveyance of a document or series of documents, in electronic
format, to the SEC via EDGAR.

SUBMISSION TYPE The specific name by which EDGAR recognizes the variants of
filings with the SEC (e.g., for Form Type S-3, the registration
statement relating to dividend reinvestment plans, EDGAR
recognizes the submission type S-3D.) Other examples include
modules and correspondence.

SUSPENDED Filings that have not successfully passed EDGAR’s acceptance

FILING review are placed in a suspended status indicating fatal flaws within
the submission. Suspended filings are deleted in six business days. If
an EDGAR filer receives notice that a filing has been suspended, the
fatal errors must be corrected and the filing must be re-transmitted.
Suspended filings are not publicly viewable and are deleted in six
business days.

SUSPENSE Notification from the SEC that an electronic submission has not met

MESSAGE the minimum filing requirements and been suspended by EDGAR. If
the filer has an Internet address on file, the suspense messages are
sent electronically to that Internet address. Suspense messages are
also sent to all Internet addresses on the Notification page.

TAG For XML submissions, tags are used to define the primary document.
HTML documents can also contain tags.

A tag is an identifier that labels specific information to EDGAR. You
must place an angle bracket on either side of a term to designate it as
a “begin” tag. An “end” tag also has angle brackets but is
distinguished by use of the "/" (virgule/slash) immediately following
the opening angle bracket (</). For example, the beginning and end of
a table are signified by <TABLE> and </TABLE>, respectively.

TEST FILING A submission made to EDGAR to test the ability to create a filing in
an EDGAR-acceptable format. Such filings are publicly available and
are only retained for two business days on the filing database.
EDGAR sends the results of a test filing acceptance review to the filer
via acceptance or suspense messages. A test filing cannot be changed
to a live filing.

TRAINING AGENT A person or entity that will be sending only test filings in conjunction
with training other persons.
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TRANSFER AGENT A person or entity planning to register as a Transfer Agent as defined
in Section 3(a)(25) of the Securities Exchange Act of 1934, as
amended, on whose behalf an electronic filing is made. (See 15
U.S.C. 78c(a)(295)).

TRANSMISSION A set of one or more submissions sent electronically to EDGAR
during an on-line session.

TRANSMISSION One-of the-two-methods-that-you-may-use te-submitfilingsvia-
METHOD EDGAR:Internet-orLeased-Line:Filings are submitted and

transmitted to EDGAR using the Internet.

TYPE 1 A module or segment that contains a portion of a document that is
positioned within a submission using the <MODULE> or
<SEGMENT> tags.

TYPE 2 A module or segment that contains an entire document, or documents,

positioned at the end of a submission much like an appendix.

URL Uniform Resource Locator, also known as an Internet address.

VALUE Information that is supplied by the filer and inserted in a data field.
For example, the Name data field would indicate the name of the
person to be contacted who could answer questions about a particular

filing.
XBRL Extensible Business Reporting Language
XML Extensible Markup Language
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APPENDIX B. FREQUENTLY ASKED QUESTIONS

Since we opened the Operational EDGAR system for testing on May 1, 1991, EDGAR filers have
called Filer Support with a variety of questions about EDGAR. Below are some of the more
frequently asked questions and answers that pertain to becoming a filer and maintaining company
data.

Questions Answers

How do I reach any of the EDGAR The easiest way to use the EDGAR system is to access the

websites? EDGAR Gateway at:
http://www.portal.edgarfiling.sec.gov. The EDGAR
Gateway will help you to determine which of the websites
is the appropriate one for you to use based on your response
to a single question. It is strongly recommended that you
bookmark this website or add it to the Favorites list in your
browser.

How do I reach the EDGAR Filer You can reach this site by using the EDGAR Filer

Management Website? Management Website at:
https.//www.filermanagement.edgarfiling.sec.gov. Please
bookmark this site the next time you visit it.

How do I reach the EDGAR Filing You can reach this site by using the EDGAR Filing
Website? Website at: https.//www.edgarfiling.sec.gov. Please
bookmark this site the next time you visit it.

How do I reach the EDGAR You can reach this site by using the EDGAR

OnlineForms/XML Website? OnlineForms/XML Website at:
https://www.onlineforms.edgarfiling.sec.gov. Please
bookmark this site the next time you visit it.

Which web browser shall I use for For EDGARLink Online, we recommend using Microsoft
EDGARLIink Online? Internet Explorer-760-threugh 8.0.-or Firefox+70-orlater:
The application also works well with Firefox 24.x.

Which web browser shall [ use for For other EDGAR websites, we recommend that you use
other EDGAR websites? Microsoft Internet Explorer 7-0-erdater 8.0. The EDGAR
sites also work well with Firefox 24.x.

Can I use web browsers such as Browsers such as Safari and Chrome do not perform
Safari and Chrome to access consistently with EDGAR and so we do not recommend the
EDGAR websites? use of these browsers.
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Questions

Answers

Where do I find-the Form ID?

How do I change my password?

How do I change my CCC?

Can I change an expired password
via the EDGAR Filing Website?

To find the PDF version of Form ID, use the following link
to the SEC web page: http://www.sec.gov/forms.

Y ou must submit Form ID applications electronically as the
SEC does not accept these applications in paper format.

To apply for EDGAR access, use the EDGAR Filer
Management Website URL:
https://www.filermanagement.edgarfiling.sec.gov.

You may change your password at any time before it
expires and within 10 days after the expiration date using
the EDGAR Filing Website
(https.//www.edgarfiling.sec.gov). If both the password and

the grace period have expired, you may generate a new set
of EDGAR access codes (including the password) using the
EDGAR Filer Management Website and your passphrase.
If you have forgotten your passphrase, you must request a
new one before you can generate a new set of EDGAR
access codes. (Refer to Section 4.1.3.1, Changing Your
Password, for more information).

You may change your CCC using the EDGAR Filing
Website. Login to EDGAR using the EDGAR Filing
Website, click ‘Retrieve/Edit Data’, and then click ‘Change
Company Password or CCC’. Please note that CCCs do not
expire.

Yes, if you change it within 10 days of the expiration date.
If both the password and the grace period have expired, you
must use your Passphrase to generate new access codes.
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Questions

Answers

How do I change company
information?

How quickly can I determine
whether my filing was accepted?

How do I check the status of a
submission?

Can I download Copy Return
Copies more than once?

You may update company information using the EDGAR
Filing Website or OnlineForms/XML website by entering
company information on the Change Company Information
page and submitting the changes to us. You must provide
the CIK and CCC for that company before you can change
any information. Company information changes are not
retroactive for previous filings made by the company. You
will not see the information changes on the SEC Public
website until the company submits its next live EDGAR
filing.

The quickest way for you to find out if your filing was
accepted or suspended is to use the EDGAR Filing
Website. You can also read the messages EDGAR will
send to your Internet e-mail address.

You can check the status of filings using the EDGAR
Filing Website. Once you have logged into EDGAR and
accessed the Company and Submission Information
Retrieval page, you can access submission information for
your CIK. You must provide the CCC for the Login CIK or
the Primary Filer/Filed-By CIK before you can access any
submission information.

Return copies are available for seven (7) business days.
During that time, you can download more than once.
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Questions

Answers

How do I access the following
EDGAR Quick Reference Guides
from the EDGAR Filer

Management Website?

Authentication Document
— Save as a PDF File in
Adobe Acrobat

Authentication Document
— Save as a PDF File in
Adobe Reader

Filings — Attaching and
Submitting

Form 13F — Create a 13F
XML Information Table
using Excel 2010 or 2007

Form ID — How to Obtain
EDGAR Access Codes to
Access EDGAR

HTML — Creating Simple
HTML Files

Organizational Chart —
Save using ADOBE
Acrobat

SC 13D Blank Form
Instructions

SC 13G Blank Form
Instructions

Navigate to the Frequently Asked Questions screen on the
EDGAR Filer Management Website, and click the
“EDGAR Quick Reference Guides” hyperlink displayed
under the “Other Filer Management FAQ Topics.”
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APPENDIX C. AUTOMATED NAME CONFORMANCE RULES

These conformance rules will be automatically applied to Company and Individual Entity Names
entered in the EDGAR system. Series and classes (contracts) names will be conformed to remove
excess white space when they are entered in the EDGAR system.

The automated conformance process will be applied to Company Names when they are entered
on the EDGAR Filer Management Website or modified using the Edit Company Information
function. Values entered by the user will be conformed and re-displayed, along with the original
user entry, for review and acceptance by the user.

C.1  Removal of Excess White Space

Leading and trailing blank spaces will be removed. Any embedded sequences of two or more
spaces will be replaced with a single space.

C.2  Punctuation Marks and Special Characters

EDGAR's character validation will allow the upper-case alphabet (A-Z; ASCII 65-90), lower-case
alphabet (a-z; ASCII 97-122), digits (0-9; ASCII 48-57), and the following punctuation
characters: Individuals should be conformed the same as company names, except that the hyphen
can remain for hyphenated names.

Char | Character Name ASCII
Number

Space 32

& Ampersand 38

- Hyphen, dash 45

\ Backward slash 92

/ Virgule, forward slash 47

! Exclamation point 40

# Pound/number sign 41

$ Dollar sign 36

( Left parenthesis 40

) Right parenthesis 41

) Comma 44
Period 46
Colon 58
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Char | Character Name ASCII
Number

; Semicolon 59

= Equals sign 61

@ At sign 64

Back quote/grave accent | 96

{ Left brace 123
| Vertical bar 124
} Right brace 125

Single quote/apostrophe 39

C3 Word Delimiters

For evaluation of word-based processing rules, the “word” delimiter will be a blank space or the
start or end of the Company Name. Punctuation characters will not be considered word delimiters
(e.g., "E-Trade" would be considered a single word).

C4 Text Eliminations

When the filer indicates that it is a Company (i.e., not an Individual), if any of the following
words are found as the first word of the name, they will be removed. Checks for these words will
be case insensitive. The text elimination step will be performed before any text substitution steps.

A
AN
THE
C.5 Text Substitutions

When performing the following text substitutions, checks for original values will be case
insensitive, but exact spelling will be required (i.e., misspellings will not be detected). The values,
which are replaced as part of the substitution will be in, uppercase irrespective of the case of the
original word (e.g., Corporation would become Corp). Text substitution steps will be performed
after the text elimination step.
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When the filer indicates that he or she is a Company (i.e., not an Individual):

1. The following text substitutions will be applied to all words except the first:

Original Value Conformed Value
Company Co

Corporation Corp

Incorporated Inc

Incorporation Inc

And &

2. The following substitution will be applied if the word is neither the first in the name,
nor is immediately followed by the word “Partnership:”

Original Value Conformed Value

Limited Ltd

When the filer indicates that he or she is an Individual, the following text substitutions will be
applied to the name suffix field (see Sequencing of Individual Names, below).

Original Value Conformed Value
Junior Jr
Senior Sr

C.6  Sequencing of Individual Names

When the filer indicates that he or she is an Individual, he or she will be prompted to enter his or
her name in four separate name fields: First, Middle, Last, and Suffix (e.g. Walter Hines Dill
Junior). After data entry, the fields will be combined in the sequence Last, First, Middle, Suffix,
separated by blank spaces (e.g. Dill Walter Hines JR) and displayed in the Company Name data
element.

Punctuation, except hyphens, will not be valid in the names of individuals. If an individual wishes
to use an initial in his or her name, please do not use a period after the initial. For example, Walter
H Dill Junior would be valid but Walter H. Dill Junior would be invalid. Similarly, Walter H Dill,
Junior would be invalid.
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